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Requirements and Guidelines for Completing Graduate Theses and Dissertations
The following are ESF requirements and guidelines for preparing and submitting theses and dissertations.  Individual departments may have additional requirements. It is recommended that the student consult with the department and/or major professor regarding the proper guidelines.

The general style manual for the College is Council of Science Editors Style Manual, available in the reference area of Moon Library and at the Reference Desk of Bird Library.  A department may opt to use a style manual that is more discipline-oriented, and in doing so, accepts the responsibility of communicating this preference along with any other special requirements to the graduate students concerned. It is the student's responsibility to be aware of the style manual and any special requirements of the department. The manual to be used should be indicated as part of the research proposal, i.e., the student in consultation with the department and/or major professor should identify in the proposal which style manual will be followed in preparation of the thesis or dissertation. 

The College participates in a Thesis/Dissertation Information Service provided by ProQuest Learning Services. All master's theses and doctoral dissertations are submitted for inclusion in this database, which is a computerized index containing bibliographic citations to more than one million doctoral dissertations and master's theses dating back to 1861. This is a valuable resource because it makes available through a variety of products the results of students' work. Concurrent with submitting unbound copies of the documents to the Office of Instruction & Graduate Studies (OI&GS), students are required to convert the documents to PDF format using Adobe Acrobat. Students then upload the digital copy (and associated files), complete information forms, and pay the processing fee directly to ProQuest via the web-based process. This processing fee is separate from the binding fees associated with having the thesis/dissertation bound through the OI&GS. The URL for submission of theses and dissertations is: http://dissertations.umi.com/esf.  UMI charges $55 to submit a thesis and $65 to submit a dissertation; this cost is incurred by the student.  Copyright information is also available from ProQuest and there is an additional fee paid directly to ProQuest by the student. OI&GS will verify that the version submitted online matches the signed, paper copies delivered to the OI&GS office and approve the on-line submission. If the on-line submission differs from the signed hard copies, it will be rejected by OI&GS and the student must resubmit the appropriate version. 

To ensure the uniform physical quality of theses and dissertations, all will conform to the guidance provided by ProQuest at the ProQuest site.

Formatting the Thesis or Dissertation:  Sequencing of Pages:

Front Matter: 


Front matter is the “preliminary” parts of the thesis or dissertation, including the Title Page, Table of Contents, Lists of Tables, and Figures, etc.  Each of these pages is numbered using lower case Roman numerals, (for example,  i, ii, iii ,iv, v, vi, etc.), Each page is accounted for in the running total, however, a number is not always visibly shown on all front matter pages. Following is a list of typical front matter pages included in theses and dissertations here at ESF:
· Title Page  (Counts as Roman Numeral “i” – the page number does not appear on this page)
· Copyright-optional (Counts as Roman Numeral “ii”-- the page number does not appear on this page)

· Acknowledgments- optional (page numbering does appear on this page as  either ii or iii, depending on whether Copyright page is included)

· Table of Contents (Depending on whether copyright page and or acknowledgment page is included, it should appear as  Roman Numeral “ii,” “iii,” or “iv,” and it must be included on the page)

· List of Tables (Roman Numeral number must appear on page)
· List of Figures (Roman Numeral number must appear on page)
· Abstract with Key Words (Roman Numeral number must appear on page)
Body:

The “body” of the thesis or dissertation is comprised of the various chapters of text.  Here the pagination changes to the use of more familiar Arabic numerals (i.e. 1,2,3, etc.).  Switch to Arabic numbering, starting with page 1; a page number must appear on this page if there is any substantive text; if the first page of the body only includes a chapter name or part designation with no substantive text, the visible numbering may begin on the following page with “2” ). Following are traditional components of the body to be included in theses or dissertations at ESF:
· Introduction 
· Literature Review 

· Models and Materials 
· Results 

· Discussion 

· Conclusions 

Back Matter:
The “back matter” is the material following and supporting the main body or text of the thesis or dissertation.   Pagination for the back matter remains in sequence and style with the body using Arabic numerals.  Following are traditional components of the back matter to be included in theses or dissertations at ESF:
· Reference list or Bibliography

· Appendices

· Resume or Vita (This is the last page of the document and should include last Arabic page number)
Detailed Descriptions of Various Required Thesis or Dissertation Components

Title Page.  The “Title Page” should remain unnumbered, and all the rest of the front matter, with the exception of the copyright page and or acknowledgements page, should be numbered in lower-case Roman numerals, at the bottom right-hand margin. The title page (see Sample below) must be signed by the Major Professor (or co-Major Professors - where applicable), the Department Chairperson, and the Chair of the Examining Committee. The names of the individuals should be typed below the signature line for easy identification and future reference. Students in the Division of Engineering must also obtain the signature of the Director of the Division of Environmental and Resource. The signed copies of the title page should be submitted separate from the main text. The Dean of Instruction and Graduate Studies, S. Scott Shannon, will sign the title page after the copies are submitted to the Office of Instruction and Graduate Studies.  All title page signatures, even for multiple copies, must be original signatures.
Note: The date listed on the title page should be the month and year in which the document was successfully defended. For example, if the defense is May 15, 1998, the date on the title page should be May 1998. The year of degree conferral will be the year listed on the binding.

Copyright Notice (optional). The Copyright Act of 1989 does not require that published works carry a copyright notice in order to secure copyright protection. Nevertheless, most publishers continue to carry the notice to discourage infringement. (see Sample Copyright Page below )

Acknowledgements (optional). When the author feels that acknowledgements are necessary, it should be remembered that brevity is a virtue. Do not reference in Table of Contents. This appears after the title page or Copyright page if Copyright page is added to document.

Table of Contents. The wording of the chapter titles and all subheadings should exactly follow the wording within the body of the paper. Omit underlining in the Table of Contents. Period leaders to page numbers should be used. All page numbers must be aligned. Set up Table of Contents using Word to ensure alignment and proper page numbering. The Table of Contents should not include any pages preceding it. 

List of Tables. Following the Table of Contents, the wording of the List of Tables should follow the exact formatting within the body of the paper.  Omit underlining in the List of Tables. Period leaders to page numbers should be used.  The List of Tables and List of Figures should be on separate pages.
List of Figures. Following the List of Tables, the wording of the List of Figures should follow the exact formatting within the body of the paper.  Omit underlining in the List of Tables. Period leaders to page numbers should be used
Abstract with Signature and Key Words. The abstract summarizes a thesis or dissertation. The abstract page is required and will contain key words listed at the end of the abstract. Abstracts are bound with the document and are not to exceed 150 words for a master's thesis, or 350 words for a doctoral dissertation. The abstract page must be signed by the major professor(s).  (see Sample on page v.) The abstract is the last page using pagination in Roman numerals.
Body. For body and the remainder of the manuscript, including text, charts, illustrations, appendices, bibliography, vita, etc., use Arabic numerals (1,2,3, etc.).  Each page must be consecutively numbered. Do not use letter suffixes such as 10a, 10b. The numbering begins with 1 and runs consecutively to the last page of the paper.  All page numbers should be at the right-hand margin at the foot of the page. Literature Review, Methods and Materials, Results, Discussion, and Conclusions are all part of the body portion of the document.

Back Matter.  Bibliography, Appendices, and Vita or Resume are all part of the back matter portion of the document. 

Submitting the Thesis or Dissertation to the Office of Instruction & Graduate Studies (OI&GS):

It is highly recommended that the student submit one copy of the thesis or dissertation on draft paper for format review at least two weeks prior to the semester deadline for submission, and prior to making copies for binding. The draft copy of the thesis or dissertation will be reviewed by the Assistant Dean.
Before submitting your final thesis or dissertation manuscript to OI&GS, check to make sure you:

· Print your document on 8.5 x 11 inch paper, and it is printed on one side of the paper only. If you need to make your document double-sided, please check with the Assistant Dean at 227 Bray to discuss formatting issues before you begin composing your final document. Double sided printing requires use of “recto” and “verso” page formatting.
· Use no font size smaller than 10 point;

· Use lines spacing no more condensed than double spaced.

· Number pages in the lower right corner; 

· Have the abstract page signed by your major professor(s); 

· Have the title page signed by your major professor(s), chair of the exam committee, department chair, and Director of the Division of Engineering (ERE degrees only); 

· Include your vita/resume as the last page(s) of the thesis or dissertation.  Include in Table of Contents; 
· Never copy formatting from someone else’s thesis or dissertation—it may not be correct.
· Spell check all pages - especially the acknowledgment page; 

· Make sure all pages are included and in correct order; 

· Make sure you have not passed your delimitation date (If so, you must petition for an extension.); 

· Once formatting has been approved, and you have successfully completed all edits, convert the document to Adobe PDF format and submit it to ProQuest via instructions on the ProQuest website: http://dissertations.umi.com/esf/.    The ProQuest copy does not need signatures; however, it must be an exact replica of the bound copy.  This step must be completed as part of your degree requirements.  ProQuest will charge a fee for this process that can be paid with plastic.
· Candidates for the PhD degree are required to submit the Survey of Earned Doctorates.  If you do not receive a copy from the OIGS office, please call so one can be mailed or you can go complete the online survey at the National Opinion Research Center (NORC)   at:  http://www.norc.org/projects/Survey+of+Earned+Doctorates.htm. If you complete the online version, please print and submit survey to OI&GS;

· Paper copies of theses or dissertations must be clear, neat, and legible, and free of any correction marks of any kind. Paper must be of good quality, 16lb. or 20lb. weight. Margins should be one inch around. Text is typically double-spaced for the defense, but single-spaced is allowed for final submission, with font size no smaller than 10 point, and page numbering in the bottom right-hand corner. Students should verify preferences with their major professor and committee members. Remember, if you begin with double-space and convert to single-spaced, references within the text will require a universal upgrade (references to page numbers or tables, such as the table of contents). 
· Signed copies of the final, approved thesis or dissertation must be submitted [in a cardboard box, typically a copy center box or envelope box with a lid] to the Office of Instruction and Graduate Studies, 227 Bray Hall, in a quantity specified by the student’s academic unit, plus any personal copies. With the exception of the title page, separate individual copies using colored sheets of paper.  All title pages should be together on the very top for the Dean’s signature.  Also make sure the size of the box is not significantly larger than the size of the thesis/dissertation-- otherwise, this could be problematic during transfer to the bindery.
Required Number of Unbound Copies (boxed) to be delivered to OI&GS, 227 Bray Hall:
	Department (please check one)
	Deliver this many unbound copies (in a stationery or letterhead box) to OI&GS, 227 Bray Hall
	Pay this amount 

(one copy remains unbound, so the amount in this column is the cost of binding all but one of the number of  copies in the previous column)

	( Environmental & Forest Biology
	2   (1 bound + 1 unbound for Moon)

	$50       

	( Forest & Natural Resources Management 
	4   (1 bound + 1 unbound for Moon, 

     1 bound for Dept., 1 bound for M Prof)
	$150

	( Chemistry*
	4   (1 bound + 1 unbound for Moon, 

     1 bound for Dept., 1 bound for M Prof)
	$150

	( Landscape Architecture
	2   (1 bound + 1 unbound for Moon)


	$50

	( Environmental Resources Engineering
	4   (1 bound + 1 unbound for Moon, 

     1 bound for Dept., 1 bound for M Prof)
	$150

	( Paper & Bioprocess Engineering
	2   (1 bound + 1 unbound for Moon)


	$50

	( Construction Management & Wood Products  Engineering
	2   (1 bound + 1 unbound for Moon)
	$50

	( Graduate Program in Environmental Science
	4   (1 bound + 1 unbound for Moon, 

     1 bound for Dept., 1 bound for M Prof)
	$150

	( Environmental Studies
	4   (1 bound + 1 unbound for Moon, 

     1 bound for Dept., 1 bound for M Prof)
	$150

	                                                                                                 Subtotal             $      

	Personal or optional binding fees for copies in addition to the required number above:

	Additional bound copies
	    $50 each x _____ copies
	

	                                             Total fees due                     $

	


*Department pays for binding three copies; student must submit at least four unbound copies.

 [The Department of Landscape Architecture requires students to include the following disclaimer in all MS theses: 

The ideas and opinions expressed in this publication are those of the author and should not be interpreted as those of the State University of New York College of Environmental Science and Forestry.]

Bound copies of theses and dissertations are distributed by the staff of the Office of Instruction and Graduate Studies. Students may have additional copies bound as requested for personal use. Binding fees are charged (See Graduate Degree Completion Form above). One copy of the document will be bound in green hard cover with gold lettering. One paper copy and one bound copy will be deposited at Moon Library. The bound copy will be cataloged for circulation and the second will be archived unbound in an archival box.

Theses and dissertations will be acceptable as first determined by individual departments. The student's selection of this format must be in keeping with guidelines established by each participating Department and have the prior approval of the student's major professor and steering committee. The student is considered the author of any thesis or dissertation and as such only the student's name shall appear on the title page. The abstract should be inclusive of all manuscripts included in the document. Likewise, the conclusion section should be a synthesis of all-inclusive manuscripts. 

Manuscript Format or Internship Report (as approved by individual departments) 
The “Title Page” should remain unnumbered, and all the rest of the front matter (i.e. the pages following the Title Page, and ending with the Abstract) should be numbered in lower-case Roman numerals, starting with “ii" at the bottom right-hand margin. The front matter should be ordered as shown below, so that the Abstract is the last page numbered with lower-case Roman numerals. The page following the Abstract, which is the first page of the body of the document (Chapter 1/Introduction), should start with page ”1” and Arabic numerals should run thereafter until the last page of the student’s vita at the very end of the document. 
Front Matter:


Title page

Acknowledgments

Table of Contents

Abstract
Body:



Introduction

Manuscripts

Conclusions

Back Matter:


Literature Cited

Appendices
Vita or Resume 
Non-print thesis or dissertation formats will be handled on an individual basis and the student selecting such a format, along with the supervising major professor and/or steering committee, should consult with the Library faculty early in the planning process so that all parts of the document can be accessed from the Library. Students shall submit a vita or resume (see suggested format on page 5) as the last page of the thesis or dissertation. 

It is the student's responsibility to ensure that components of all submitted documents are in the correct order, with all pages included, and that title and abstract pages are signed prior to being submitted for binding. Changes made after the document is sent to the binder will be charged to the student.

Students who wish to register the copyright of their theses or dissertation may pay an additional fee to ProQuest to process the copyright application. A copyright page should be included within the manuscript (see sample page) and inserted after the title page. The student is required to authorize the microfilm form and submit an additional fee payable directly to ProQuest. 

Bibliography or References

The office of OIGS recommends that students follow the standard citation format used for journal publications in the student's field of study. The format must be consistent throughout the manuscript and placement of the bibliography or references should come at the end of the manuscript.  Students may also opt to use the Council of Science Editors (CSE) style guide to format their references.  Following are some examples of references in the name-year sequence of the CSE style guide.   Please refer to the CSE style guide for more information.

Council of Science Editors, Style Manual Committee.  2006. Scientific style and format:  the CSE manual for authors, editors and publishers.  7th ed.  Reston (VA):  The Council.  Available in the reference section in Moon Library: T 11 .S386 2006. 

Print Citation Example taken from CSE Style Guide using the Name-Year Sequence:

Conference Paper: 
Clarke A, Crame JA. 2003. Importance of historical processes in global patterns of diversity. In: Blackburn TM, Gaston KJ, editors. Macroecology: Concepts and Consequences. Proceedings of the 43rd Annual Symposium of the British Ecological Society; 2002 Apr 17-19; Birmingham. Malden (MA): Blackwell. p. 130-152.
The CSE style for citing journal articles on the internet includes:  Author(s), Date of publication.  Title of article.  Title of journal (edition) [internet].  [date updated; date cited] volume (issue):  cited pages.  Available from :  http: _____url (.doi: if available).  It is also acceptable to cite electronic journal articles using the Bibliography or Reference style as long providing the electronic version is the same as the paper version.

Electronic Citations taken from CSE Style Guide using the Name-Year Sequence:

Example of a Web page/No Author Listed: 

Ohio Department of Natural Resources, Division of Forestry [Internet]. Columbus (OH): Ohio.gov; c2007. Emerald Ash Borer (EAB); 2007 Feb 27 [cited 2007 Jul 24]. Available from: http://www.dnr.state.oh.us/forestry/health/eab.htm
Emerald Ash Borer (EAB) [Internet]. [updated]. Columbus (OH): Ohio Department of 

Natural Resources, Division of Forestry; [cited 2007 Jul 24]. Available from: http://www.dnr.state.oh.us/forestry/health/eab.htm 

Example of an Electronic Article:

Parmentier H, Golding S, Ashworth M, Rowlands G. 2004. Community pharmacy treatment of minor ailments in refugees. Journal of Clinical Pharmacy and Therapeutics [Internet]. [cited 2007 Jul 24]; 29(5):465-469. Available from: http://journals.ohiolink.edu/ejc/pdf.cgi/Parmentier_H.pdf?issn=02694727&issue=v29i0005&article=465_cptomair
References

Council of Science Editors. Scientific Style and Format: The CSE manual for Authors, Editors, and Publishers. (7th ed.)  Reston, VA: Council of Science Editors and Rockefeller University Press.
University Microfilms, Inc. Publishing Your Dissertation: How to Prepare Your Manuscript for Publication. [D-559D 35M 1993].

Boyd, Jane & Etherington, Don. (1986). Preparation of Archival Copies of Theses and Dissertations. Chicago: American Library Association. [Reserve Z701 B79 1986.]

(Margins should be one inch around, with text using Times New Roman or Ariel font, 12pt)

TITLE OF THE THESIS OR DISSERTATION STARTS AT 1” FROM TOP
IS TYPED IN ALL CAPS AND CENTERED DOUBLE
 SPACE USING INVERTED

PYRAMID FORM
                      by (lower case)
Name in Initial Caps
A dissertation (thesis) 

submitted in partial fulfillment 

of the requirements for the 

Doctor of Philosophy Degree
(Master of Science, or degree type that applies)

State University of New York

College of Environmental Science and Forestry

Syracuse, New York

  May 2010 

(Month and Year of Defense – no comma between the two)

Follow this example for the approval:
Approved:  Department of Environmental Resources Engineering
_________________________________

________________________________

Lindi J. Quackenbush, Major Professor

Francis X. Webster, Chair

Examining Committee








(if you have a co-major professor, list here and move








Chair to next line and shift other lines accordingly)

_________________________________

___________________________________

Charles N. Kroll, Department Chair


S. Scott Shannon, Dean








The Graduate School

_________________________________

Gary Scott, Director

Division of Engineering

(to be added for students in engineering only)
Sample Copyright Page
(Example of how to properly show Copyright information – count the page as ii, but do not show page number).  If no Copyright page, start page numbering at ii with the Acknowledgement Page or Table of Contents.
© 2009

Copyright

H. R. Pile
All rights reserved

Sample Acknowledgement Page

 (If Acknowledgement page is being used, it comes after the Title Page and/or Copyright page if you are including one)

Acknowledgements

This paper is dedicated to the good people of Oregon—that they continue to learn about how best to talk to and relate with each other, and to see things from other perspectives—so that they can live better with the natural world, and more importantly, live better with each other.










J.D. 

(Start lower case Roman numeral numbering style on this page or the Table of Contents if no Acknowledgements page is used)

Do not list anything preceding the Table of Contents, including the “Table of Contents” on the list.
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Be consistent with the layout of the Table of Contents.  If you use MS Word to automatically set up a Table of Contents, the page leaders will always line up properly and the page numbers will always appear on the correct pages. We highly recommend learning to use this automated function in MS Word!

The List of Tables should appear on a separate page from the Table of Contents.  Be consistent with the layout of the List of Tables. Just as with the Table of Contents, if you use MS Word to set up a List of Tables, the page leaders will always line up properly and the page numbers will always appear on the correct pages.

List of Figures should appear on a separate page from List of Tables.  Be consistent with the layout of the List of Figures as with the Table of Contents and List of Tables.  
List of Tables


5Table 1.1




List of Figures should appear on separate page from Table of Contents.  Be consistent with the layout of the List of Figures.  Use Word to set up a List of Figures so the page leaders line up properly and the page numbers will always appear on the correct pages.

List of Figures

6Figure 1.1






The Abstract is mandatory and it follows Table of Contents and List of Tables and/or List of Figures or Schemes if applicable.  The abstract summarizes a thesis or dissertation.  

Abstract

H.R. Pile.  Type the title of the Thesis or Dissertation here using Initial Caps, (include # of pages, tables, figures, and year) ____pages, ____tables, ____ figures, 200X

The maximum acceptable length for an abstract to be published in Master’s Thesis Directories (MTD) is 150 words, and the maximum acceptable length for a dissertation to be published in the Dissertation Abstracts International (DAI) is 350 words.  The student may prepare a more lengthy abstract for inclusion in the thesis or dissertation, however,, the more concise summary for publication in the MTD/DAI is required.  

Key Words:

The Abstract page must be signed by your major professor

H. R. Pile

Candidate for the degree of Doctor of Philosophy, May 2010 (use same month/year as on the title page) Lindi J. Quackenbush, Ph.D.
Department of Environmental Resources Engineering

State University of New York College of Environmental Science and Forestry, Syracuse,

New York

Lindi J. Quackenbush, Ph.D. ___________________________________________________
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