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Candidate:
As part of your course (EDU 690, EDU 691, EDU 659, or INDS 695) you will submit your final project to your instructor for evaluation. Upon approval, you should ensure that your instructor has signed the project certification page. It is then your responsibility to submit the final project to your program department. 

Upon receipt of your final project, the department chair will review the project. If approved, the chair will sign the certification page and forward the final project to the COE dean. Upon dean approval, the dean will sign the certification page and have the registrar and you informed of your successful completion of your final project.

When you submit your final project to the department, you must give the department secretary the following placed in a plain file folder (use this sheet as a checklist):
I. 	An electronic version of project in a single document as PDF on CD (from cover page and unsigned project certification page to final page)
A. 	Label CD with marker or printed label with:
1. 	Project Title
2. 	Candidate Name
3. 	Date of submission of project on CD
4. 	Name of Program (e.g., Literacy Birth – Grade 6)
B. 	Place CD in an envelope and label the envelope with:
1. 	Project Title
2. 	Candidate Name and FID
3. 	Date of submission of project
4. 	Name of Program (e.g., Literacy Birth – Grade 6)
C. 	Affix CD envelope to inside of folder 
II. 	Hard Copy of the project cover page
III. 	Hard copy of project certification page signed by project advisor 
IV. 	Complete Reed Library Archives Permission packet 
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