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May 27, 2011

Dear Writer:

With summer quickly approaching, the winter semester is drawing to a close. We hope that you have had a full and rich term, and just want to remind everyone that the end-of-semester materials are due in the office by Friday, June 17.  Throughout the body of this letter, you’ll find links to all the forms and guidelines you’ll need. We also have a comprehensive list at the end of the letter, and the forms and guidelines are on our program website as well.
Please use the checklist to be sure you submit all the needed materials. Use the EOS Evaluation Guidelines to ensure you are filling out all of the paperwork correctly.  
            First and second semester students and picture book semester students need to send in the evaluations and semester bibliography, along with samples of your creative writing from the semester and two sample critical essays. (Picture book students please send us a copy of your long critical essay and TWO picture books.)
            Third semester students submit evaluations, semester bibliography, samples of your creative writing, plus the critical thesis. Submit the critical thesis in three versions: a hard copy in a report cover, a blind PDF copy, and a regular PDF by email.
            Fourth semester students submit the evaluations, accompanied by this semester's bibliography, the creative thesis in PDF format (be sure to review the Instructions for Preparation of the Degree Manuscript so everything is done correctly) and a hard copy of the thesis bibliography, thesis title page, and creative thesis abstract (to be put in your file).  Third and fourth semester students should review the Instructions on Pagination and PDFs while preparing their critical and creative theses.  

Evaluations: You’ll need to complete a self evaluation and an evaluation of faculty advisor.  The first evaluates your semester work and progress; the second evaluates your advisor. 
Please remember to sign your self evaluation. Please do not send the student evaluation to your advisor to sign; they will sign it at the residency, or, if they’re not going to be here, we will mail it to them.

Important! New this semester: Please note that we have changed the faculty advisor evaluation form.  Please use this new form and print your name on the back of your faculty advisor evaluation.  The advisor will then receive 5 anonymous evaluations.  Please remember that we value your feedback and rely on your candid responses on all evaluations so we know what works well and areas we can improve, both individually and as a program.
Bibliographies: All students must include an alphabetical MLA-style bibliography of reading done during the semester. This is not an annotated bibliography, but rather a list of books in MLA style. Please keep this bibliography to ONE page. If you’ve read too many books for one page, you may need to omit some titles.  However, please be sure to keep track of all books read for you own records as you will need to submit a complete four-semester list for the final semester in the program. For useful information about formatting bibliographies see the MLA Web site.

Late Fee: Don’t forget that a late-processing fee of $50 has been set by the college administration and will be charged to any student who does not submit materials by the deadline, unless you have a legitimate reason for an extension beyond this date that has been approved by both your advisor and the office.  We set a deadline for the submission of these materials because records need to be filed and processed in a timely manner before the beginning of a new semester. Please be extra conscientious of this date so you are not assessed this charge.  And remember that these materials must be mailed.  Email or fax copies are not acceptable with the exception of the emailed PDF of the creative thesis and critical thesis.

Hope all is going well for you. We really look forward to seeing everyone soon!  

Sincerely,

Melissa & Shannon

***********************

Here is the comprehensive list of links to forms and guidelines, also found on our program website.
Checklist 
Guidelines for EOS Materials
Instructions for Preparation of the Degree Manuscript
Self Evaluation Form
Evaluation of Faculty Advisor Form
Instructions on Pagination and PDFs
