Notes on the use of this form
Please use this form to record the annual minutes of PhD Committee meetings, before uploading them to the Student Admin system. The form has been designed to allow recording of actual and planned progress on a yearly basis. It is particularly important that the PhD Committee give concrete feedback on progress.

Minutes of PhD Committee meeting: Martha Musterfrau
Employment start date: dd.mm.yyyy 
Planned date of thesis submission: mm.yyyy
Planned date of the PhD defense: mm.yyyy
Employment end date (planned): dd.mm.yyyy (4 years)

PhD Committee Members:
· Dr. Max Mustermann GIUZ (main supervisor)
· Prof. Dr. Elodie Example GIUZ (chair of PhD committee)
· Prof. Dr. Barbara Beispiel GIUZ
· Prof. Dr. John Smith, University of X-Y-Z (external)

Meeting number: 	first	☐	second		☐ 	third	☐	fourth	☐
Meeting date:	
Meeting location:		
Meeting time and duration:	

Working title & short description of the PhD project (maximum 500 words)

1.1 Short description of the PhD project

1.2 Funding of the PhD project
Record here an overview of funding available for the entire PhD project including funding source and total available budget for salaries, conferences and fieldwork. Information should be provided by the main supervisors.

PhD milestones and (planned) dates of completion
Record here important milestones (e.g. submission of PhD proposal, paper submission, ethics approval obtained, field data season completed, etc.).

Completed:
· 
· 
Planned:
· 
· 

Course work
Record here completion of any additional requirements given on admission to the PhD program, and your course work as defined in the PhD program regulations.

3a	Additional requirements for admission to the PhD program:

Completed:
· 
· 
Planned:
· 
· 

3b	Course work (12 ECTS):
Completed

Planned
Compulsory courses (6 ECTS)
· Promotion seminar 1: (1 ECTS)
· Graduate School Retreat 1: (0.5 ECTS)
· Transferable skills course: (1 ECTS)
· Scientific Writing (1 ECTS)
· Interdisciplinary Teaching in Geography: (1 ECTS)
· Graduate School Retreat 2: (0.5 ECTS)
· Promotionsseminar 2: (1 ECTS)
Elective courses agreed with the PhD committee (6 ECTS)

Completed

Planned

4	Teaching (100-420 hours)
All PhD candidates must complete between 100 and 420 hours of teaching at the Faculty of Science. Record here the courses taught, in which semesters, and the number of hours that each course contributes to the requirement. Discuss teaching duties of the group as well as the contributions, teaching interests, and aims for professional development in teaching of the PhD candidate.

Completed


Planned

5	Other contributions
List here other related work – this might include administrative work for a group (e.g. IT guru, organizing colloquia), representative work in committees and other decision making bodies, organizing scientific events or taking part in other forms of service to GIUZ, the university and the wider scientific community (e.g. being part of the AirMiles group, taking part in Student Information events or organizing conference sessions).


6	Next steps (incl. deadlines)
List here agreed next steps in the PhD, which should at a minimum cover the time until the next meeting of your PhD Committee.
· 
· 

7	Writing Progress
Record here progress and plans with respect to writing the PhD as discussed, including type (e.g., review, research), authorship and number of papers, chapters and synthesis as appropriate.
· 
· 

8	Questions and issues raised by the PhD candidate
Any issues that arose with respect to progress towards the PhD from the perspective of the PhD candidate. These might include difficulties with field work, concerns about budget, problems with supervision, workload, and working hours as well as questions with respect to additional thematic expertise. Other responsibilities outside of the PhD can also be discussed here (e.g. care work, volunteering, long term illness, military or civil service etc.).


9	Planned PhD completion before next meeting
If the PhD will be completed before the next planned committee meeting, then the chair should explain the process and answer any questions from committee members and the candidate. A brief planned timeline (submission, reviews, exam, changes to thesis) should be documented and agreed here. PhD candidates on visas should also discuss the timeline of the residency permit. For further information consult the document “Completing your PhD” 


10	Recommendations and decisions at the PhD committee meeting
Summarise here the feedback given by the PhD Committee to the candidate. Especially important are any recommendations to the candidate or supervisors for improvements or adjustments to the planned work. 

A declaration that the doctoral candidate has completed sufficient work for the last period since the last committee meeting is required if this is the case.

A clear statement that the PhD is proceeding without problems is required if this is the case.

11	Discussion without the main supervisor (final 10 minutes of the meeting)
Discuss any issues the PhD candidate may raise without the main supervisor present. Please schedule this discussion during the final 10 minutes of the committee meeting, so that the main supervisor does not need to be invited back into the room afterward. 

Note that this discussion does not need to be reported in the minutes. 

12	Final version read and agreed upon by PhD committee
The minutes must be agreed upon and circulated to all members of the committee. The revised minutes must be uploaded to Student Admin within one month of the committee meeting.

Date (final version): 


Document history
RSP/ IGR: 12.05.2023: First version of document, produced in consultation with PhD candidates
[bookmark: _Hlk168324396]RSP: 04.06.2024: Added note on PhD completion
IGR/HH & Advisory Board: 26.05.2025
IGR/HH: 05.03.2026: Section 11. “Discussion without main supervisor”
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