Procedure for the administration of the submission, review and defense of master theses
1. The graduates send the final version of the master thesis by email to the administrative secretary of the Department “International Economic Relations and Business” and to their supervisor within the specified deadlines. The thesis is officially submitted. Together with the final version of the master thesis, the master student sends also the report on the plagiarism check, performed by the originality check software of UNWE.
2. In the Microsoft Teams group of the Department “International Economic Relations and Business”, a folder "Master thesis defense" and a subfolder (named with the date of the respective defense) are created. Separate folders for each master program are created in it (responsible: V.B. and Ch.Zh.).
3. The scientific supervisor creates a folder with the name of each of his/her graduate students in the corresponding folder under item 2.
4. In this folder, the supervisor uploads:
· The final version of the master thesis (no later than 3 days after the deadline for the submission of the theses).
· The plagiarism reports.
5. [bookmark: _GoBack]The administrative secretary of the department sends the list with the graduate students, the titles of the theses, the names of the scientific supervisor and the reviewer to all members of the department. If there are external reviewers, they are also informed.
6. The reviewers upload the reviews to the respective graduate's folder and send a copy to him/her by email. The reviewers, who are not members of the department (and do not have access to the group in MS Teams), send the reviews to the administrative secretary of the department and to the graduate student. The administrative secretary uploads the reviews of external reviewers to the group in MS Teams.
7. The administrative secretary prints all reviews from the group in MS Teams and provides paper copies for the committee members during the defense.
· After the defenses of the master theses, the administrative secretary completes the list under item 6 with the grades. The list is published in the group in MS Teams.
8. After each defense, a backup copy of all materials is created (responsible: V.B. and Ch.Zh.).
