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STYLE GUIDE

FOR THE PREPARATION OF

THESES AND DISSERTATIONS

Department of Health and Human Performance

    (Revised 12/22/09)

STYLE GUIDE

The detailed instructions in this guide are intended to lend a uniform appearance to theses and dissertations.  Students should acquire the guidelines early in the preparation of their thesis/dissertation so that they may implement the required format as they begin to write. This document is to be used in conjunction with the Thesis and Dissertation Guidelines sheet distributed by the College of Graduate Studies and the Publication Manual of the American Psychological Association (current edition).  (Contact the College of Graduate Studies if there are questions regarding which edition to use.)  All students must follow the writing format and style indicated in this latest edition. Guidelines released by the Graduate College have precedence over all others.

SUBMISSION PROCEDURES FOR APPROVAL COPY AND FINAL COPIES

One copy of the defended and signed thesis or dissertation must be submitted to the College of Graduate Studies, Ingram Building, room 121A along with a signed and completed copy of the College of Graduate Studies Thesis/Dissertation Checklist and an electronic copy (CD or USB flash drive), by the deadline for the semester in which the student plans to graduate. This date is posted in the current Graduate Catalog, on the Graduate Studies web page (under Academic Calendar), and on a board outside of the Graduate School Office.  The dean may allow an extension when extreme circumstances warrant.  In these cases, as soon as a delay is expected, the committee chair should petition the dean in writing.  

After evaluation by the Dean of the College of Graduate Studies, the student will be contacted to pick up the thesis or dissertation to make any corrections.  In the event that a thesis or a dissertation does not meet the academic standards expected of MTSU graduate students, the dean will notify the student and committee chair so they may discuss the changes that are required.

At least one week prior to graduation, quadruplicate copies of theses and quintuplicate copies of dissertations must be returned to the College of Graduate Studies for binding.  Each copy should be submitted in separate manila envelopes marked COPY 1, COPY 2, etc.  The student's name, degree sought, and thesis/dissertation title should be written or printed on the envelope. The pages should not be punched or fastened together.  All copies are to be neat, clear, and legible.  Graduate Studies requires one original signed title/approval page.

INSTITUTIONAL REVIEW BOARD

The thesis or dissertation research should conform to the requirements of the Institutional Review Board (IRB) for human and/or animal research participants.  A copy of the IRB approval letter must be included in the appendix of the thesis or dissertation. IRB Box 140, Phone: 615-494-8918.

DO NOT USE ANOTHER THESIS/DISSERTATION AS YOUR ONLY GUIDE.

PREPARATION OF COPIES

Paper and Duplication

High quality photocopy paper on which to print the thesis/dissertation is acceptable, although the student may use a more expensive and heavier bond paper. The paper should be 8 ½ x 11 inches. Caution should be used in selecting the duplicating process to be certain that the copy produced is completely free of spots, lines, smudges, or other blemishes.

Instructions for Word Processing

It is the student’s responsibility to be fully knowledgeable about the computer hardware and software used to prepare the thesis or dissertation. Choose software that is both compatible with special needs of the thesis/dissertation, as well as capable of handling the word processing storage demands and meeting complex formatting requirements.

Typeface

Throughout the paper an appropriate typeface (such as Times New Roman) and font size (12 point) should be used consistently. Script type is not permitted. Laser or ink-jet printed copies at a minimum of 300 dots per inch resolution are acceptable. Laser printed copies at 600 dots per inch resolution are the most appropriate. Dot matrix print is not acceptable.

Margins and Spacing

The entire document should have uniform margins. Margins also apply to page numbers.  Because the thesis or dissertation will be hard bound, the left margin must be 1.5 inches for all pages (including tables, figures, illustrations, and appendices). The bottom and right margins are always 1 inch. The top margin is 1.25 inches, with the following exceptions:

· Title Page — 2 inch top margin

· First page of each chapter — 2 inch top margin

The text of all theses and dissertations should be printed double-spaced. Long quotations, printed as block quotes within the text, can be single-spaced. Each paragraph should be indented. A new paragraph should not begin at the bottom of a page unless there is adequate space for at least two lines. However, the final line at the end of a paragraph may be placed at the bottom of a page even though this decreases the bottom margin slightly. The back of each page must be left blank.

Pagination

The pages in the preliminary material must be numbered consecutively with lower-case Roman numerals (beginning with the acknowledgment or dedication page as page iii, iv, etc.), centered on the page, 1 inch from the bottom edge. The approval page and title page have no printed page numbers, although these pages are understood to be numbered pages i and ii, respectively.

Arabic numbers should be used for the remainder of the paper, including the reference materials. Arabic numbering begins with the number “1” on the first page of the text (Chapter I). All pages are numbered in sequence, including first pages of chapters, full-page tables or figures, and appendices. All Arabic numbers should be placed consistently throughout the paper (one inch from the top of the page and one inch from the right edge of the page). On pages printed in landscape orientation, the page number should be placed in the same position as on the other pages. Page numbers should not be accompanied by headers (or footers) or followed by a period, enclosed with hyphens or parentheses.

Block Quotations

All quotations exceeding 40 words in length must be printed as true blocks as required by the APA Publication Manual. That is, they must be indented five spaces from the left-hand margin and single-spaced. Quotation marks are omitted at the beginning and end of each block, unless in the original, because the block itself indicates quotation. The original paragraph structure should be retained. Block quotations are separated from the text (before and after) by a triple-space.

ORGANIZATION

The following table contains a list of all major and minor parts and usual order of placement within the body of the paper. The parts to be included in any given thesis/dissertation should be determined by mutual agreement between the student and his or her Advisory Committee in conjunction with the College of Graduate Studies Guidelines. 

Parts of a Thesis/Dissertation in Order 






   Status

I) Preliminary Pages

a) Approval Page.
REQUIRED

b) Title Page.
REQUIRED

c) Acknowledgment Page.
OPTIONAL

d) Abstract.
REQUIRED

e) Table of Contents.
REQUIRED

f) List of Tables (if included).
REQUIRED

g) List of Figures (if included).
REQUIRED

h) List of Appendices (if included).
REQUIRED

II)  Text.

REQUIRED

III) References.
REQUIRED

IV) Separation Page (title=Appendices)
REQUIRED

V) Appendices.
REQUIRED

Preliminary Pages

Approval Page (Required)

The approval page should follow the form shown in the sample at the end of this guide. The heading APPROVAL PAGE should be centered with a top margin of 1.25 inches. Signatures of the thesis/dissertation committee chair and all committee members attest to the acceptance of the paper. A line is provided for the signature of the committee chair and one line for each of the committee members. In addition, signature lines for the Health and Human Performance Department Chair and the Dean of the College of Graduate Studies must also be included.  NOTE:  All signatures must be in black ink.  
Title Page (Required)

The title page should follow the spacing and use of capital letters shown in the sample at the end of this guide. The top margin should be 2 inches. The material is centered on the page. If the title is more than one line in length, it is arranged as an inverted pyramid. The date on the title page should be the month and year the degree will be granted. To facilitate interlibrary referencing, titles should be concise so they contain only key terms and necessary words.
The name of the student's major department or major field of study does not appear on the title page; only the name of the degree sought is included (for example: Ph.D. or M.S.). This page has no printed page number. 

Acknowledgments Page (Optional)

The purpose of an acknowledgment page is to recognize those organizations and/or persons who assisted with the research. Examples include consultations, committee members, and personal or financial support.  This page should have a 1.25-inch top margin with the heading ACKNOWLEDGMENTS printed at the top of the page. 

Abstract (Required)

An abstract of the thesis/dissertation must be included with each copy submitted to the College of Graduate Studies.  The abstract should be a brief summary of the paper, stating only the problem, the procedures used, and the main results, and conclusions. Explanations and opinions are omitted. The abstract of the thesis is limited to 150 words. The abstract of the dissertation should be no longer than 350 words.  The APA Publication Manual provides guidelines for abstract content. 

The abstract should be printed, double-spaced, with margins consistent with the text of the paper.  The text of the abstract is printed in regular paragraph form with the first paragraph of the text beginning one triple-space beneath the heading. The first word of each paragraph should be indented, consistent with the rest of the paper.   The abstract is listed in the table of contents.

The heading of the abstract is printed single-spaced as follows:

DOE, JOHN S., M.S. Measuring Divorce Liberality. (2001)

Directed by Dr. Samuel S. Smith. 71 pp.

The title of the thesis/dissertation must be identical on the Abstract and the Title Page. The student’s name should also be identical (e.g., use or non-use of middle name or initial) on both the Abstract and Title Page.

Table of Contents (Required)

The Table of Contents is placed immediately after the Acknowledgments (if included) and lists all materials that follow.  The heading TABLE OF CONTENTS should be centered with a top margin of 1.25 inches. One double-space below the heading, the word "Page" is printed flush with the right margin.  Page numbers for each heading/item listed on the Table of Contents should be right flush one double-space beneath the word “Page.”

The contents begin at the left margin, one double-space below the line on which "Page" is printed. The Table of Contents lists all sections. It also includes the items that precede it. Major titles are placed flush with the left margin.

The indentation of chapter titles, subtitles, and subdivisions follow the form used in the sample Table of Contents at the end of this guide. Chapter headings are numbered with Roman numerals, aligned by their decimals. All major titles are printed with capital first letters and are worded exactly as they appear in the text. Subtitles must also follow the exact wording and capitalization used in the text. When a title or subtitle exceeds one line, second and succeeding lines are single-spaced and indented two spaces. Double-spacing is used between complete major titles (unless there are subtitles) and between each major title and its subtitles. Subtitles are single-spaced.

A line of spaced dots, known as “leaders,” extends from the last word of each item to the corresponding page number. Instructions can be found on the sample page.
List of Tables (Required)

The List of Tables follows the Table of Contents, and begins on a separate page.  This page should have a 1.25-inch top margin with the heading LIST OF TABLES centered at the top.  All table titles must be listed in order using the exact title (as it appears on the actual table) and the appropriate page number. Tables should be numbered in the order in which they appear in the paper, using the numbering system

 (1, 2, 3, …) in accordance with the APA Publication Manual.

The position of the heading is the same as for the Table of Contents, with the column heading "Page" in the same position. Titles of more than one line are single-spaced, with second and succeeding lines indented two spaces. Double-spacing is used between titles. Only titles, not explanatory notes, should be included on the List of Tables.

List of Figures (Required)

The List of Figures follows the List of Tables on a separate page. All illustrations other than Tables are designated as Figures. These items should be numbered with Arabic numbers consecutively as they appear in the paper. All Figure titles should be listed in order using the exact title as it appears on the actual figure and the appropriate page number.

List of Appendices/Appendixes (Required)

The List of Appendices/Appendixes - these words and spellings are used interchangeably - follows the list of figures on a separate page. These items should be labeled with consecutive capital letters as they appear in the paper (e.g., Appendix A, Appendix B, etc.). All titles should be listed in order using the exact title (as it appears on the actual appendix) and the appropriate page number.

Body of Paper (Required)

Chapter Headings

Each major division, usually called a chapter, should begin on a new page. The heading, printed in capitals --e.g., CHAPTER I--should be centered 2 inches from the top of the page. A chapter title, also in capitals, is centered two single spaces below. The body of the text begins a double space below the title. For most theses and dissertations, the use of multiple subheadings will be necessary. The use and placement of subheadings should be consistent throughout the entire document. The first major subheading in each section should be flush left, italicized, and in upper and lowercase letters. All subsequent subheadings within that section should be indented, italicized, and in lower case letters. These subheadings should be followed by a period and the text should be on the same line as the heading (See APA Publication Manual current edition.  Contact the College of Graduate Studies if there are questions regarding which edition to use.)
Tables

Statistical information is usually set up in tabular form in one of two formats. Either place Tables on a page with the text or placed on separate sheets, following the College of Graduate Studies guidelines. If placed in the text, the Table should follow the point of first reference as closely as possible, and should be separated from the text by a triple-space. If this is not practical, the text is continued and the Table is inserted on the next page at the first natural break in the text. Tables should be numbered consecutively and table captions should be in accordance with the APA Publication Manual. The Table is then inserted one double-space below title. The APA Publication Manual provides guidelines on formatting tables for specific statistical analyses.

Figures

Illustrative materials such as graphs, diagrams, photographs, drawings, and maps are referred to as Figures. If inserted in the text, Figures should be placed as closely as possible to the first reference made to them. Figures are numbered sequentially throughout the text in Arabic numbers. The placement of Figure titles, either above or below the Figure, must be consistent throughout the paper.

In some cases, it may be necessary to reduce a Table or Figure photographically, because title and legends should appear on the same pages as the figures they accompany. Nothing should be printed on a facing left-hand page. All Tables and Figures must conform to the specified margin requirements. The 1.5-inch left margin is the most critical margin because the document will be hard bound. 

Paragraphs

Each new paragraph should be indented. The text is double spaced, with a single, double space between paragraphs. The text should be carefully proofread by the student or other interested persons for editorial accuracy. Spelling, grammar, punctuation, and sentence structure should be consistent with rules of formal Standard English.

Appendices/Appendixes (Required)

The Appendices may contain tables of data that would interfere with easy reading of the text, development of mathematical treatments, schedules, forms, inventories, samples of test items, illustrative materials, and any other supplementary material considered worthy of recording or too detailed to be included in the text. If diverse materials are included, they should be grouped into categories and each category labeled as a separate appendix: Appendix A, Appendix B, etc. Each Appendix should have a lettered heading and title, printed on the actual appendix item or on a separation page and on the table of contents. A separation page entitled “APPENDICES” should precede the start of the Appendices. This can be spelled with either an “x” (i.e., Appendixes) or a “c” (i.e., Appendices), as long as the same spelling is used consistently throughout the document.

The appendices are paged continuously, with the page numbers placed in the same position as the page numbers in the text of the document. All items must meet the specified margin requirements, particularly the 1.5-inch left margin. A copy of the MTSU IRB approval letter must be included in the Appendices.

References (Required)

The thesis/dissertation should contain references to original literature relevant to the research presented in the paper.  For specific formatting details, please refer to the APA Publication Manual.  The first page of the references should immediately follow the last page of text and should bear the heading REFERENCES in capital letters, centered 1.25 inches from the top edge of the paper. The reference page must include all references cited.

COMMON ERRORS

· Be certain that the page numbers listed on the Table of Contents correspond to the actual page numbers in the thesis or dissertation.

· The chapter titles and subtitles listed on the Table of Contents should be worded exactly the same as in the text. The use of capitalization should also be the same.

· The specific margin requirements of this guide must be followed throughout the document, even for Tables, Figures, and Appendices.

· The first page of each chapter should be set up correctly: 2 inch top margin; chapter heading centered in all CAPS using Roman numerals (i.e. CHAPTER II); double-space; chapter title centered in all CAPS; triple-space; begin text.

· Be consistent with the ordering and placement of subtitles both on the Table of Contents and throughout the text. Each new subtitle should have a different indentation on the Table of Contents and a coinciding unique placement or handling in the text.

· The name and title given on the abstract must be identical to the title page.

· Recheck references for spelling and use of dates. Be sure that every citation appearing in the text is included in the reference list.

· Finally, good writing is about developing coherent paragraphs. Start each paragraph with a strong topic sentence that indicates to the reader the theme of that paragraph.  Each sentence in that paragraph reflects and supports the topic sentence.  Avoid multiple themes in a single paragraph.
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