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Masters Thesis Checklist

(Please check off all items, sign and return to Graduate Programs Office)

□
One unbound copy with signature sheet and copy of the microfilming receipt to the Registrar’s Office approximately 3 weeks before graduation.  Please check with the Registrar’s Office for the exact due date.  
□
Paper:  20 pound bond or Xerox, 8 ½ x 11 inches; uniform throughout

□
Font size:  10-12 point

□
Straight Text double spaced, quotations of sufficient length set in from margins (single spaced)

□
Footnotes, tabulations, formulas, etc. single spaced

□
Left hand margin must be 1 ½ inches; all other margins 1 inch – ALL PAGES

□
Page numbers at bottom center (do not violate 1 inch margin)

□
Illustrations, tables, graphs on 8 ½ x 11 inch paper; smaller size not acceptable

□
Illustrations, tables, graphs consecutively numbers; lettering must be typed; only major coordinate rulings on graphs.

□
Landscape figures and tables must face outward (facing to right)

□
Table of Contents (chapter headings with page numbers).  List tables and figures in Table of Contents

□
Abstract should be 350 words maximum (UMI publishes your abstract).  The abstract should summarize the main findings and conclusions of the thesis.  The abstract should contain information, not merely an outline of the work done.
□
 Title page and Signature page  (all signatures must be present at the time of submission)  Samples attached.
□
All materials are arranged properly

a. Title page (page i but not numbered)

b. Certificate of approval (signature sheet)  page ii
c. Acknowledgements (if any)

d. Table of contents

e. List of tables (if any)

f. List of figures (if any)

g. List of illustrations (if any)  
NOTE:  Roman numeral pagination ends here

h. Abstract (Maximum of 350 words)
NOTE:  Arabic numeral pagination starts with the abstract at page 1 and is continued in consecutive order to the last page of the thesis.

i. Main text

j. Bibliography or list of references

k. Appendices

l. Vita (always last page)

□
Length restrictions (M.S. thesis – 250 pages)
□
No computer programs may be included

□
Pages numbered consecutively and all present

□
Reference style consistent throughout.  Any of several referencing styles may be used but the style must be consistent throughout the thesis.  The following manuals may serve as guides.  Turabian, K.L.  “A Manual for Writers of Term Papers, Thesis, and Dissertations”  or University of Chicago press, “Chicago Manual of Style”.
□
Pay $35 microfilming fee at Bursar’s Office and submit your receipt with your thesis.

Graduation Paperwork due to Graduate Programs Office

□
Application for degree  March 1 for May graduation, July 1 for September graduation, November 1 for January graduation

□
One copy of Thesis with original signature sheet submitted to Registrar’s Office
□
Completed graduation forms included in your packet 

a. Clearance Sheet

b. Program for Masters Degree

c. Application for Degree

d. Signed Thesis Checklist

_________________________________________           ___________________

Name








Date

_________________________________________
Expected Graduation
