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INTERNATIONAL MASTER DEGREE
Food and Beverage Innovation and Management

Academic Year 2017-2018

Graduation exam – 3rd  October 2018
Applications from 1.07.2018 to 20.07.2018
Before submitting the online degree application:
· If your thesis have a co-supervisor make sure that he/she is one of the figures authorized. The list of the figures admitted to carry out this role can be consulted on the University website at the page http://www.univpm.it/Entra/Servizi_agli_studenti/Segreterie_Studenti/Agraria/Esame_di_laurea_Agraria.
· Ask the co-supervisor (unless he/she is a Univpm professor) to fill in and sign the specific form “dichiarazione sostitutiva dell’atto di notorietà” (downloadable from the University website at the page http://www.univpm.it/Entra/Servizi_agli_studenti/Segreterie_Studenti/Agraria/Esame_di_laurea_Agraria ) and to attach a copy of his/her personal identity document. The aforementioned form must also be signed by the thesis supervisor for review. Prepare the scanned copy of the form “dichiarazione sostitutiva dell’atto di notorietà” appropriately signed and of the co-supervisor identity document that have to be inserted as a pdf or Jpeg attachment (max 2 Mb) to the degree application submitted online (name the file " dichiarazione sostitutiva ")
· Prepare the scanned copy of the written pages of your examination paper booklet (in italian: libretto) to be inserted as an attachment, in a single file, pdf or jpeg (max 2 Mb) to the degree application submitted online (name the file "Libretto")
· fill in the Almalaurea questionnaire accessible from your private area following the path: Domanda laurea - Almalaurea (useful information on the page: http://www.univpm.it/Entra/Engine/RAServePG.php/P/540410010400/M/951410010400/T/Almalaurea). The correct compilation of the questionnaire is signaled with the green light on the page of the controls required to submit your application.
1) Present the application for admission to the degree exam online from 01.07.2018 to 20.07.2018
 from your private Esse3web
 area following the path: Domanda laurea - Conseguimento titolo.

Select the date for which the degree application is submitted. We underline that the date indicated coincides with the first day of the graduation session and does not necessarily indicate the day on which the degree course session will actually take place. The convocation of the graduating students will be published later on the website of the Department of “Scienze Agrarie, Alimentari e Ambientali”.

The application form includes a section where the student must report exams taken and not yet recorded in the career, if any, or any discrepancy in the marks between the online registration and the annotation in the examination paper booklet (in italian: libretto).

The following fields must also be filled in the application: type of thesis (compilative or experimental), thesis english title to be written twice both in the Italian section and in the English one, preferably in uppercase, the name of the supervisor and of the co-supervisor, if any.
In the specific section of the application attach the files of the “dichiarazione sostitutiva dell’atto di notorietà “, of the identity document of the co-supervisor (if due) and of the examination paper booklet (in italian: libretto) (see preliminary instructions).
The application must be printed and kept as a receipt of the presentation. At the time of printing, a € 32
 MAV bulletin is automatically generated. You must pay it but it is not necessary to bring the receipt of the payment to the student office (the receipt must be kept and displayed only if requested by the Student office).
2) Present to the student office the examination paper booklet (in Italian : Libretto) and a photocopy of it (all the pages except the white ones) within WEDNESDAY 5TH  SEPTEMBER 2018
The documentation can also be sent, but in this case the Student Office must receive it by the same date of  5TH September 2018.  5TH September 2018 also represents the deadline to take examinations (including the internship exam).
The student who submitted the application for the degree, but who for any reason doesn’t manage to graduate must  send a communication via e-mail to the address of the student office: 

segreteria.agraria-scienze@univpm.it with the subject: Surname and name - NO LAUREA with attached copy of an identity document  by the date of 5TH September 2018.

3) Starting from 6 September 2018 and until 17 September 2018 the thesis supervisor (in italian: Relatore) must approve the thesis presented by the student through the section "Graduates assigned" in his reserved area. Until the thesis is approved, the supervisor can make changes to the title presented by the student. THE APPROVAL OF THE THESIS BY THE SUPERVISOR FIX THE TITLE OF THE THESIS THAT WILL BE RECORDED IN THE CERTIFICATIONS RELEASED TO THE STUDENT (DEGREE CERTIFICATES, DIPLOMA SUPPLEMENT).
The student is asked to verify on his reserved area the approval of the thesis by the supervisor within the fixed deadline.
4) Come to the Student Office with an identification document on  MONDAY 17th  SEPTEMBER 2018, to sign the Registry for the original degree diploma (reserved desk from 10.00 to 13.00).
5) On WEDNESDAY, 26th  SEPTEMBER 2018, deliver a paper copy of the thesis (in hot-bound paperboard), signed in original by the Supervisor, by the co-supervisor (if any) and by yourself. The title of the thesis must be the same as in Esse3 and approved by the Supervisor. In no case delays will be accepted.
By the 26th September 2018 a version of the thesis in CD-Rom must be delivered to the Library (in Italian: Biblioteca) with the label and signature of the student, the supervisor and the co-supervisors if any. The title of the thesis must be the same as in Esse3 and approved by the Supervisor.For information, see the library website (in italian: Centro di Ateneo di Documentazione)  http://cad.univpm.it/SebinaOpac/.do?cdArticle=SERVIZI-TESI). 
The Library will proceed to issue the required clearance to the Student office.
   Ancona,
                                           


Student Office
	SUMMARY TABLE


	STEPS
	WHAT?
	ACTION REQUIRED:
	DEADLINES

	1
	PREPARATION OF THE DOCUMENTATION FOR APPLICATION
	If you have a co-supervisor:

· check that he/she is one of the figures authorized 
· ask him/her (unless he/she is a Univpm professor) to fill in and sign the specific form “dichiarazione sostitutiva dell’atto di notorietà” and to attach a copy of his/her personal identity document
· ask the supervisor to sign the “dichiarazione sostitutiva dell’atto di notorietà” for review


	Before the online application (step 2)

	
	
	Prepare the scanned copy of the form “dichiarazione sostitutiva dell’atto di notorietà” appropriately signed and of the co-supervisor identity document, if any. It is ok a pdf or a jpeg file (name the file " dichiarazione sostitutiva ")


	

	
	
	Prepare the scanned copy of the written pages of your examination paper booklet (in italian: libretto) in a single file, pdf or jpeg (max 2 Mb) (name the file "Libretto")


	

	
	
	Fill in the Almalaurea questionnaire


	

	2
	PRESENT THE APPLICATION ONLINE
	Fill in the application in your private Esse3web area:

· Select the date for which the degree application is submitted
· report in the specific section examinations taken and not yet recorded in the career, if any, or any discrepancy in the marks between the online registration and the annotation in the examination paper booklet

· Select type of thesis (compilative or experimental)

· Write the English title both in the Italian section and in the English one, preferably in uppercase, 
· Write the name of the supervisor and of the co-supervisor, if any.
· If you have a co-supervisor, attach the files of the “dichiarazione sostitutiva dell’atto di notorietà “ + his/her identity document (pdf or jpg, max 2 Mb)

· Attach the file of the examination paper booklet  (pdf or jpg, max 2 Mb)

· Print the application and keep it as a receipt of the presentation


	From 01.07.2018 to 20.07.2018

	
	
	Pay the € 32i MAV bulletin automatically generated and keep the receipt of the payment

	

	3
	DELIVER THE DOCUMENTATION TO THE STUDENT OFFICE
	Take all the examination foreseen in your curriculum


	Whitin the 5th  september 2018

	
	
	Present to the student office the examination paper booklet (in Italian : Libretto) and a photocopy of it (all the pages except the white ones)


	

	
	
	If you submitted the application online but  for some reason don’t manage to graduate, you must  send an e-mail to the address of the student office: 

segretaria.agraria-scienze@univpm.it with the subject: Surname and name - NO LAUREA with attached copy of an identity document  


	

	4
	APPROVAL OF THE THESIS BY THE SUPERVISOR
	The thesis supervisor (in italian: Relatore) has to approve the thesis presented by the student through the section "Graduates assigned" in his reserved area. This approval fix the title. 

Check if your supervisor have approved your thesis.


	From 6 september 2018 and until 17 september 2018

	5
	SIGNATURE OF THE REGISTRY
	Come to the Student Office with identification document  to sign the Registry for the preparation of the original degree diploma. 
	On the 17th  september 2018
(reserved desk from 10.00 to 13.00)


	6
	DELIVERY OF COPY OF THE THESIS TO THE STUDENT OFFICE AND TO THE LIBRARY
	Deliver a paper copy of the thesis (in hot-bound paperboard) to the student office, signed in original by the Supervisor, by the co-supervisor (if any) and by yourself. The title of the thesis must be the same as in Esse3 and approved by the Supervisor.


	On 26th  september 2018

	
	
	A version of the thesis in CD-Rom must be delivered to the Library (in Italian: Biblioteca) with the label and signature of the student, the supervisor and the co-supervisors if any. The title of the thesis must be the same as in Esse3 and approved by the Supervisor


	


Notes:

� The application for the degree can be submitted after the deadline of 20th July and within the 5th September 2018 with a financial penalty of Euro 50.00 that can be paid by bank transfer using the form (named in Italian: Versamenti bancari) for bank deposits available on the website at http://www.univpm.it/Entra/Servizi_agli_studenti/Segreterie_Studenti/Agraria/Agraria_Studenti_Modulistica. The receipt of the payment of the financial penalty must be delivered to the student office together with the documentation described in point 2.





� You are strongly recommended to check your personal data on the reserved area. They will be used for the preparation of the diploma so inform the student office about any discrepancies as soon as possible. You are also recommended to check the data of residence / domicile, telephone and e-mail addresses and to update them through your reserved area (by opening the menu item "Personal Data" in Italian: "Dati anagrafici").





� If you have applied in a previous session, have regularly made the payment of 32 euros but have not obtained the title, the system automatically generates a MAV bulletin of only 16 euros when you apply for a new session.





If you have submitted an application in a previous session, have not made the payment of 32 euros and have not obtained the title, 32 euros remain charged and the system automatically generates in addition a MAV bulletin of only 16 euros when you apply for a new session.





If you communicate that you cannot graduate after the diploma has been prepared, in the next graduation session you will have to pay  32 euros and an additional 50 euros corresponding to the cost of preparing the new Original Degree Diploma.
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