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Completion Checklist for “The Final Year of the PhD”

Instructions for trainers: This completion checklist is designed to guide PhD candidates and their supervisor(s) through the final year of the PhD, ensuring they meet all required academic and administrative milestones before defending their thesis. Candidates can use the checklist to stay on track and maintain a clear overview of the tasks leading to completion. Practices vary across countries and institutions, so please adapt the checklist as needed to reflect the procedures of your country, university, faculty, or department.

Instructions for PhD candidates: The final year of your PhD involves many important steps. This checklist helps you stay organized, fulfil all requirements, and meet key deadlines. Review it regularly, and contact your supervisor(s) or your PhD Program if you need clarification or support at any stage. You are encouraged to take the lead and coordinate with your supervisor(s) in completing this checklist throughout the year.

	Entering the Final Year

	
	PhD candidate
	Supervisor(s)

	Discuss and agree on whether to pursue a cumulative thesis or a monograph
	x
	x

	Discuss and agree on the structure and outline of your thesis
	x
	x

	Familiarize yourself with Faculty/ School regulations and thesis evaluation criteria
	x
	

	Identify all relevant deadlines
	x
	x

	Review ECTS requirements and complete any remaining mandatory courses
	x
	

	Review your university’s regulations on the use of AI and ensure that you comply with them
	x
	

	Ensure continuous enrolment at the university until your planned defense
	x
	

	Reviewers

	
	PhD candidate
	Supervisor(s)

	Check the eligibility criteria for reviewers, including who may or may not be nominated
	x
	

	Discuss and agree on potential reviewers
	x
	x

	Contact potential reviewers before proposing their names
	x
	x

	Submit the required paperwork for the appointment of reviewers
	
	x

	Submission of the Thesis

	
	PhD candidate
	Supervisor(s)

	Ensure that your thesis complies with all formatting requirements
	x
	

	Submit your thesis for a plagiarism check
	x
	

	If applicable, request an embargo on your thesis for library and online access
	x
	

	If applicable, submit the required hardbound copies and all necessary forms
	x
	

	Ensure that your thesis is sent to the reviewers
	x
	

	Communicate all relevant deadlines clearly to everyone involved
	x
	x

	Defense of the Thesis

	
	PhD candidate
	Supervisor(s)

	Contact the examination board and agree on a date well in advance
	x
	x

	Decide on the format (in‑person, online, or hybrid); book a room and check audio‑visual equipment
	x
	x

	Register for the defense
	x
	

	For external reviewers: ensure that travel arrangements are in place
	x
	

	If desired, announce the defense via university channel, mailing lists, social media and/or other channels
	x
	

	Prepare thoroughly for your defense
	x
	

	Give a trial presentation
	x
	x

	Remember to plan the celebration afterwards
	x
	

	After the Defense

	
	PhD candidate
	Supervisor(s)

	Make any final corrections as requested by the examination board and get the final green light
	x
	x

	Collect your PhD documents; check relevant deadlines if you plan to leave the country
	x
	

	If desired, register for the graduation ceremony
	x
	

	If desired, join the alumni community at your institution
	x
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