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CHAPTER |

INTRODUCTION TO THE GUIDE

Purposeof the Guide

This guide povidesan overview of the progessto oltain a mesterés (thesis-
option) or Ph.D./Ed.D. dgree a Texas StateUniversity. The guideaso provides detils
for the peparation and submision of athesis or disztation at Texas State. Theguide
addressescertain style and formating requirements. Recent gyle manuals (i.e. Turabian,
APA, MLA, etc.) and/orscholarly journalsinthes t u d egort d&@pineamay be
consultedfor style maierial notincluded intheguide. Only theses anddissertations
formattedas specified in this guidewill be accepted by the Graduate Colleg.

Revisions tothe Guide

Texas StateUniversity reserves theright to makechanges tothe requirementsin
thisguide. If changes are consicered necessay, they will becomeeffective immedetely
and will apply to bah prospetive students anchbsealready enrolled. Current sudents
should notuseold manuals, previous thess, or pevious disertations wlen preparing a
current document;stylesand requirements nay have changed subsantialy. All
requirements in tins guide mustbe met.

Forms Referenced in the Guide

Forms eferenced in the Guide (®e Appendix A for alist) may be obtained at

http://www.gradcollege.txstat.edu/Thes-Diss Info/T-D Forms.hmil.

Thefollowing are obtainedfrom theOffice of the Graduate College (JCK 280):

I FeeReduction Verificaion of Enrollmert;
1 Survey of Eaned Doctorates(SED).
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CHAPTER I

ESTABLISHING A COMMITTEE Thesis

or Dissertation Conmittee Memlars

CommitteeChair

Thefirst gep in writing athesis or disstation is to find aviableresearch topic
and areseach advisar. Thethesis or disztation topic musthave a clear relationshipto
literaturein themajorfield of study. As astudenttakes caurses of study in afield, heor
she should look foareas of interest andfor problemsthat need to be solvd. Thestudent
should discuss pential reseach topcs with Gaduate Faulty memlers inthe
department/graduate program and identfy afaculty member willing to serve as the
S t u d msaatchbagvisor.

A thesis student obins the conset of a Graduate Faailty memker in themajor
department to srve asreseach advisor; this indvidual isreferred to as thehesis
CommitteeChair. Co-chairs are allowable. APh.D. or EdD. student olzins theconsent
of a Graduate Faculty memberin thedoctoral program to seve as dissertation research
advisor. Thisindividual is referred to as thelissetation ConmitteeChair. Co-chairs are
allowable. The CommitteeChair of adissertation mustbeamemter of theCore
Doctoral Graduate Faculty of thedoctoral program. TheDisseatation Advisor
Assignmentform mustbe competedand sgned by the studat, Dissertation Advisa,
Doctoral Program Diredor and theDepartment Chair and thenforwarded to theDean of

the Graduate Collegefor approva and sgnature.



Selection of Other Committee Members

Thestudent, inconsultation wih thethesis or disstation CommitteeChair, will
establish a tesisor dissertation committee. All committeememibers must beapproved
by the Graduate College as Graduate Faulty.

Thesis Committee Conposition

Thesisstudents wi obtain theconseat of aminimum of two othememlers ofthe
Graduate Faculty to serve as committeememiers. If the student des nothave aminor,
the other two committeememters are chosenfrom Graduate Faculty in the major
department, from anotherTexas State dgpartment, or external to the uniersity. If the
student las a minor, onef the two otler committeememters must bdromthest udent 6 s
minor department. These three -- thesisCommittee Chair, two othercommittee members
-- comprise thehesiscommittee. Thethesis comnitee however, may include additional
Graduate Faculty members and becomprised of more than thhee membes. Thethesis
committeeis offi cially formed and approved by the Department Chair and Dean of the
Graduate College wien the Proposd Thesis Research form is subnitted (see Chapter
V). Refer to Table 1for requirementsand procedures forcommittee membrs outside

the studat 6 s de@afment orexterna to the uniersity.



Table 1. ThesisCommittee Members Qutside of Student& M ajor Depart ment or

External to Texas State University.

Thesis CommitteeMembers who are
Texas Statefaculty outsdethe

st u d egotdépatment at Texas
State, mustmed thefollowing
requirements:

Thesis ConmitteeMembers who are external to
the uniwersity are nomnatedas AdjunctGraduate
Faailty and mustmeet the following
requirements:

Mustbememters ofthe

Texas StateGraduate Faculty.

Musthold prdessond credentials
equivalent to thoseassaiated with
Graduate Faculty statusin the stuén t 6 {
major department.

The Department Chair should subnit the
Graduate Faculty Nomination fam
speified in PPS7.03
(http://www.provostixstate edu/pps.hinl)
to appoint an outsideommitteememler
who is notaffiliated with Texas State.
The Graduate Faailty Nomination form
mustbe acmmpaned by awritten
staement wlerein thememler sttes trat
heor sheis willing to seve on the

s t u d eomnit@esand thatheor she
understands ttat the university will not
assume responsbility for expenses
assocatedwith committeesavice. (The
Graduate Collegewill accept veificaion
from the Department Chair.)

The Graduate Faailty Nomination form,
curriculum vitae and written stagémentare
submtted to theDean of the Graduate
College for approval.

Disseatation CommitteeComposiion

Members ofthe dissrtation committeemustbe Core Doctoral, Assaiate

Doctoral, or Adjunct Doctoral Graduate Faulty. TheDissetation Advisorsaves as the

Chair of the dissgationcommittee. Thedissertation commttee for astudent in Aquetic

Resouces includes th®issertation Advisorand aminimum of four additional memlers

(two of whom mustbefrom the Department of Biology, onefrom anotler Texas State

department, and me external to the uniersity). Thedissertation committeefor astudent
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in Crimina Jusiceincludes theDissertation Advisorand aminimum of three additional
memlers (oneof whommustbefrom outsde the Department of Criminal Jugtice or
university). The dissertation comnittee for a student in the Colleye of Education
includes the Disseation Advisor and aminimum of thiee additional committee
memlers. Ph.D.and EdD. stucentsin Developmental Edwcation are required to have
onecommitteememler that is external to theprogram. Thedissertation committeefor a
student in @ography includes the Disggation Advisorand aminimum of thiee
additional committeememters (two of whom nust befrom theDepartment of
Geography and onefrom outddethe department). Thedissertation committeefor a
student in Mterials Science, Engineering, and Commercialization (MSEC) includes the
Disseatation Advisorand a minimum of four additional memlers (three of whom mustbe
fromthe College of Science and Engineering and oneexternal memtler). The dissertation
committeefor astudentin Mathenstics Edicaion includes theDissertation Advisor and
aminimum of thiee additional memlers (oneof whommust bean externa membe).
Refer to Table 2 for requirementsand procedures for committeememtlers outsdethe
st u d egotdépatmamt orexternal to the uniersity.

To form thedissertation committee, theDissertation CommitteeRequest farm
mustbe competedand sgned by the studentcommittee memters, ConmitteeChair,
Doctoral Program Diredor and theDepartment Chair and thenforwarded to theDean of

the Graduate Collegefor approval.



Table 2. Dissetation Committee Members Qutside of Studenté M ajor Department

or External to Texas State University.

Dissetation CommitteeMembers
from Texas Statedepartmentsand
schoolsthat do notoffer Ph.D./Ed.D.
degrees mustmeset thefollowing

Dissetation CommitteeMemberswho are
external to the uniersity are nomnatedas
Adjunct Doctoral Graduate Faculty and must
meet thefollowing requirements:

requirements:

Mustbe memlers ofthe Texas

State Gaduate Faculty and
must told prafessonal

credentials equivalent to those

assocatedwith Coreor
Asscaiate Doctora Faaulty
statusnthe stuén t 6 s
department.

b

Musthold prdessond credentials
equivalent to thoseassaiated with Core
or Assaiate Doctoral Graduate Faailty
statusin the stuén t 0 s depaxtinent.r
The Department Chair should subnit the
Graduate Faculty Nominationform
speified in PPS7.03
(http://www.provostixstate edu/pps.hinl)
to appoint theommittee membe.

The Graduate Faalty Nomination form
mustbeacompaned by awritten
staement wlerein the memler states trat
heor sheis willing to seve on the

S t u d emnit@eand thatheor she
understands that the university will not
assume responsbility for expenses
assocatedwith committeesevice. (The
Graduate Collegewill accept veificaion
from the Department Chair.)

The Graduate Faailty Nomination form,
curriculumvitae and written stagémentare
submitedalong with the Dissetation
CommitteeRequest Form to theDean of
the Graduate Collegefor approval.

Changes in CommitteeMembers

Thesis Committee

If changes inthe memlership of thethesis comnitee are necessay, the

CommitteeChair submis awrittenrequest (email requestis aceptabk) viathe

Department Chair to the Dean of theGraduate College for approval.

A committeememier that retires orresignsfrom Texas State, but wisles to

remain on ahesis comitteemay do so with theapproval of the studentCommittee
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Chair, and theDepartment Chair. A writtenrequest accomparned by awritten staément
wherein themenber states that heor sheis willing to continue erving on the studeis
committeeand that heor sheunderstands that the university will not assume
responsbility for expenses assoiated with committee savice mustbe submitted tothe
Dean of theGraduate College for approval.

Disseatation Committee

If changes inthememiership of thedissertation committeeare necessay, the
Disseatation AdvisorCommitteeMember Change Request form must becompetedand
signed by the studenthew committeemember, the CommitteeChair, the Datoral
Program Director, and the Department Chair and then forwarded tothe Dean of the
Graduate Collegefor approva and sgnature. Committeechanges must bemadeat least
sixty days priorto the dissertation defense.

A committeememler that retires orresignsfrom Texas State, but wistes to
remain on adissertation committeemay do so wth theapproval of the student,
CommitteeChair, Doctoral Program Director, and the Department Chair. A written
request accompaned by awritten staément wherein the member states that he orshe is
willing to continue erving on the studei@ committeeand thathe or sheunderstandsthat
the univesity will not sssumeresponsbility for expensesassocatedwith committee

service mustbe submtted tothe Dean of theGraduate Collegefor approval.



Availability of ConmitteeMembers

Thesisand disertation stuents will rely on theadvice and knowkdge of each
committeememler. While committeememtlers are committed to waking on the tkesis
or dissertation, they also have othercommitments. Thestudentshould \erify that the

committeemembaea's will beavailable at required times.



CHAPTER I

RESPONSIBLE CONDUCT OFRESEARCH

All graduate stuentsshould beaware of Responsble Conduct oReseach
(RCR). RCRcovers thefollowingtopics: reseach miscondict, human subgds and
IRB, nonhumaranimal subjects andlACUC, canflicts of interest, data management
pradices, mentor/traineerelationships collaborative research, authorshipand publcaion
pradices, and peer review. A good irtroduction toRCR isORI Introduction tothe
Respongble Conduct of Bsearch byNicholasH. Sterec. lllustrationsby David Zinn.
HTML Version, September 2006, updited from Revised Pringéd Edition,June2004,

available at: http://ori.dhhsgov/educaion/prodicts/RCRIntro/.

Plagiarism

Credit mustbe givenfor dired qudations, forparaphrases, for information, and
forideas. The exad methods ofdocumentingsaurces will vary from onestyle guide to
anothe, buttheunderlying principle remains thesame. It is imperative that credit is
given for material that is not the studeé 6 s  oamwyreputatiols lave been ruined and
many carees destroyed by afailureto do so. A wdent at thegraduate level who
plagiarizes will meet with severe penalties. Plaserefer to theTexas StateHonor Code,

UPPS 07.10.01 lattp://www.txstake.edu/dfective/lupps/upg-07-10-01.himl).

Using Copyrighted Materials

If you plan to includevork that has leen created by othea's in your
dissertationthesis, suchas text, charts, dawings, photagraphs, @mpuer programs,

musc, etc., you have theresponsbility to determinewhether your intended usequalifies


http://ori.dhhs.gov/education/products/RCRintro/
http://www.txstate.edu/effective/upps/upps-07-10-01.html

for the FairUseprovision ofU.S. copyright law.

Far Use stipulatks thatcertain uses otopyrighted matria are not an
infringement. Limited use of copyrightedmaterial for the puposeof criticism, comnent,
news reporting, and teaching are commonly consdered to befar use. Guidance for
makingafair useevaluation may befoundin thefree booklet Copyright and Your
Dissertation or Thesis: Ownership, Fair Use, and Your Rights and Responsibilities

(onlineat

http://media2.proquest.com/documents/copyright_dissthesis_ownershiplpgbur
intended useis Far Use, you do not eed permission. If your interded use of
copyrighted maerial does not met the Far Usestandard, you must seure witten
permissionfrom the copyright hdder. A sample permission letter is available at
http://media2.proquest.com/documents/UMI_CopyrightGuide\pitten
permission(s)hould be ircluded in the thesis or digsation asan Appendix.

An acknowledgement ofpermissionshould be ioluded inyour work for each
item usedfor example: figraph X used with per mi s s i 0).nWhetHeror.not
permissionis needed, proper attribution for each source mustbe given in thetext and
references se&tion of your dissertationthesis.

TheAlkek Library stef periodicdly offer workshops oncopyright basicsfor
graduate stuents. Theseare annownced via he Graduate College Website. The Alk ek
Library has prepared aCopyright Guide,which includes genera legal information,links
to pdicies, haadoutsfrom theworkshops and mch moe. Theguide may be accessedat

http://libguidestxstae.edu/cqyright.
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Laws and University Regulations

Itis the studeid resporsibility to seethat proposed research procedures donot
violate laws oruniversity regulations. Thestudentmustbe aware of and comply with
any federa, state, local, or university regulationspertaining to the studentés research.

If the studat @esearch project requires approvals, pemits or grmission fom
the uniwersity or governmentl or private agencies, ay necessary approvas, pemits and
documengtion must be olatned kefore the research project can begin. The student
should beaware thatall thesisand disgrtation meterial must beaccessble to the general
public, and is esponsble for ensuring that noexclusiverightsto publcation are given to
the third @rties;and noclassified informationis includedn thework. For spedal cases
consultthe Graduate College.

Insttutional Animal Gre and UseCommittee

If the studat 6 repospd research projed involvesthe useof vertebrate animals,
the studat and tlesis/dissetation iesearch advisormustunderstand univesity
regulationsgoverned by the Texas Statelnstitutional Animal Gare and Use Conmittee

(IACUC). Rder to theTexas StatelACUC websgte at

http://www.txstae.edu/reseach/orc/animabk-in-reseach.html for additional information

and to asertain whether Texas StatelACUC approval is required for the proposd
research projed. If IACUC approva is required, the IACUC appova code mustbe
included on the thesis atissertation proposl form subnitted to the Graduate Collegp.

Insitutional Review Board

If as t u d eeseatchoproject involves human subits, the studentand research

advisor must undstanduniversity regulationsgoverned by the Texas Statelnsitutional

11
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Review Board (IRB). A request forexemption oran applicaion must be wmitted and

beapproved by the Texas StateIRB before a research projed involving the useof human

subeds @n begin. Refer to thelRB website at http://www.txstate.edu/research/orc/IRB-

Resoures.htmlfor additional information. If the students research requires IRB

exemption orapproval, the student must ath acopy of the email, indicating exemption
or approval sent by IRB to the studnt, to the thesis or disstation poposl form
submtted to theGraduate College.

Workshops orthe IRB for graduate students i offered periodically. Theseare
annourced via the Graduate CollegeWebsite.

Sponsoed or Shaed Reseach Initiatives

Graduate stulents should dscuss authoship andoublicaion pgradices with their
thesis/dssetationadvisor gior to theonst of theresearch projed. A clea
understanding of authorship for both research presentationsand pubications shold exist.
If thework is based ondata generated through research that is sponsted by or shared
with other people, sih as the thes/dissertation advisor, it isstrorgly encouraged that
the studat discusscopyright andembargo opions with thethesigdissertation advisor,
committee and research team prior to submison. Preparation of publications lased on

thesis/dssetationdata may impact therelessedate ofthe studat 6 s  dr thissedaiios.
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CHAPTER IV

THESIS ORDISERTATION PROPGBAL

Proposl Preparation

With theguidanceof thes t u d eesigobdésertetion committee, the stuent
will produce apropasal. This proposl staes the problem thestudent intends taddress
and the neans and resouces with which the stucent intends to skweit. In preparing the
propos, thestudentshould use atyle apprapriate for the digipline and follow any
speific guidelines inthes t u d egoit départmemt/graduate rogram.

Required Permits and Approvals

Itis the studei resporsibility to seethat the proposedresearch procedures do
not violatelaws or uniersity regulations. Aly necessay permits and approvals mustbe
seaured prior to beginning the poposedresearch projed. If thestuden t @oposd
research projed involvesthe useof vertebrate animals, thestudentand thesig/dissetation
research advisor must aderstand univesity regul ationsgoverned by the Texas State
Insitutional Animal Gare and Use Committee(IACUC). Rder to theTexas State

IACUC website at http://www.txstat.edu/research/orc/animak-in-reseach.html for

additional information and tascertain whether Texas Statel ACUC appoval is required
for the poposed research projed. If IACUC approval is required, thelACUC appoval
codemustbeincluded onthe poposl form subnitted tothe Graduate College. If a

s t u d reessatchopsojed involves hunan subgds, the studentand research advisor must
understand univesity regulationsgoverned by the Texas StateInsitutional Review Board

(IRB). A request forexemption oran applicaion must be subnigd and beapproved by
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the Texas StatelRB before aresearch projed involvingthe useof human subgds @an

begin. Refer to thelRB website at http://www.txstate edu/research/orc/IRB-

Resources.htmlfor additional information. If the students research requires IRB

exemption orapproval, thestudent must ath acopy of the email, indcaing exemption
or approval sent by IRB to the studnt, tothe proposalform subnitted to the Graduate
College.

Submisdon ofthe Thesis Proposl

Onecopy of the Proposed Thesis Research form and attached thesisproposal is
submited tothe Graduate College. Theproposal form must ber original signatures of
the studet, thes t u d eomniteesmemlers, and the Department Chair. Theform and
attached proposal are forwarded tothe Dean of the Graduate College.

TheDean of the Graduate College reviews theproposedresearch for approval.
The Office of the Graduate College retains theapproved proposalform with attached
thesis poposl. Thestudent will be notifid viaemail oncethe poposl is approved.

Submisdon ofthe Disseation Proposl

Onecopy of the Dissetation Proposl form and attached proposal is submited to
the Graduate College. Theproposalform must kear original signatures of the student, the
s t u d eomniteesmemlers, the Datoral Program Director and theDepartment Chair.
Theform andattached propos are forward to theDean of theGraduate College.

TheDean of the Graduate College reviews theproposedresearch for approval.

The Office of the Graduate College retains theapproved proposalform with attached
dissertation proposl. The student will be notiid by email once the popacsal is

approved.
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Changes inthe Thesisor Dissetation Topic

Itis antici@ted that theresearch design may need to be modified ogr thecourse
of the poject. Revisionsto the proposalare not necessary under such circumgances.
However, if the Conmittee Chair judges thatmajor changes inthe research design are
necessary or if anew topic is seéded, thestudentmustsubmita new proposl.

If adissertation topc changes resuking in submsson ofanew proposal after the
initial proposl has keen defended (see ChapterV for dissertation proposl defense

procedure), thestudentmust iepea the procedure to defend thenew dissetation proposl.
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CHAPTER V

Ph.D./Ed.D. DVANCEMENT TO CANDIDACY PROCEDURE

Compeehensive Examination

Ph.D./Ed.D. studentare required to complée a comprehensiveexamination to be
eligible for advancementto candidacy. The nature and tming of examinations \ary
amongthe Ph.D./Ed.Dprograms. Theexamination procedure may beobtainedfrom the
Doctoral Program Diredor.

Following the comprehensiveexamination meniers ofthe disseation committee
sign the Compeghensive Examination Repat form, which indi@tes @assage or failure.
Theform is routd through the Doctoral Program Diredor and Department Chair to the
Dean of theGraduate College.

Defense of the Dissertation Proposl

Each Ph.D./Ed.D. pogram prepares its own pocedures forthe dissetation
proposl defense. Therocedures may beobtaired from the Doctoral Program Director.

Thestudent must dend the disseation proposalin a public pesentationand
mustdefend the dissetation proposl in an oral examination. Eadh department pepares
its own pocedures forthe oral examination and public presentation. Theprocedures may
be obtaired from the Doctoral Program Director.

Followingthe disgrtation proposl defense nembers ofthe disseéation
committeesign theDefenseof the Dissatation Proposal form, which indcates @ssage or
failure. Theformis roued through theéDoctoral Program Director and Department Chair

to the Dean of theGraduate Collegp.
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Advancement to Candidcy

Oncedl Ph.D./Ed.D.Program requirements foradvancement tocandidacy have
been met, theApplication for Advancement toCandidacy form is compkted. Theform
is routed though theDoctoral Program Director and Department Chair to the Dean of the
Graduate College. Time limits foradvancementto candidacy vary among the
Ph.D./Ed.D. pograms. Information ontime limits isavailable in theTexas State
University Graduate Catalog. Thestudent will eceive aletterfromthe Graduate College
confirming their advancement to endidacy. The letterwill includethe ceallineto

compete thedissertation requirements.
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CHAPTER VI

THESIS AND DISSERTATION COURSES

Required Thesisor Disseatation Cedit

Thesis Courswork

A student must compéte aminimum of six senesterhours of thesiscredit to
qualify for amager® degree The thesisproposl and proposal form is rormally
submtited tothe Graduate College by the end ofthes t u d ennoliménsin thesis5399A.
Once the studat begins enrolling in a thesis course, the stuént must continueo erroll in
athesis cotseduring any term in which the stucent will receve thesissupervision or
guidance and/or in whch the studat is usng university resources. A studcent must be
enrolled in thesis Bduring the €rm in which thedegree is to beconfered. In therare
casewhen astudent las not pevioudy enrolled in thesisand plans to completihe thesis
in one tem, the studnt mustobtain grmissionof the Dean of the Graduate College to
enroll in bath thesis Aand thesidB. Themaximum thesis credit that iscountedfor
degree credit is six semeser haurs.

Disseatation Coursework

ThePh.D./Ed.D. @greerequires a mnimum of 12 dissertation credits for
Criminal Jusice and College of Educaion programs, 15 disertation credits for Aquatic
Resources and Geography, and 18 disertation credits for Materials Science, Engineaing,
and Commercialization and Mattematics Edeaion. A Ph.D./Ed.D. student ay begin
registering for dissatation courses during the semeser following comgetion ofall

required coursawork specified by the Ph.D./EdD. program. After advancement to
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candidacy studentsnustbe continuousy enrolled eat long serrester, and summer if
recaving dissertation sugrvision and/or usinguniversity resouces, for at least one
dissertation hour unt the dissertation has been completed, defended, and submitted in
acordance with the procedures described in this Guice. TheDoctoral Program Director
will asgstthe studentin determining the corred dissertation coursefor registration.

Reqistering for Thesisor Disseatation Duing the Fnal Semeser

A thesis student must lgarolled in a thesisB course fortheterm the ttesisis
competedand submited to Alkek Library. If the student is noénrolled, graduation will
bepostpored unil thestudent las registered for athesis Bcourse, and theterm in which
thestudent las enmolled is comple¢d. This equirementremains in face no matterhow
often astudent nay have previoudy taken athesisB course.

Dissetation students must lvegistered for dissertation aedit during theterm that
the dissdationis competedand submited to theAlkek Library and the @greeis
conferred. The requirement must be net or graduation will be postpored.

If the studat Grdicipated graduation date is inAugust,the thesisor dissertation
student mustegister for thesis Bor dis®rtation during Summer I. The student des not
need to emoll again in Summer 1l becauseduring the summethe course runs £n weeks.

Thesisand Dissetation Grades

Theonly grades assgned for thesis andlissetation courses are PR (progress),W
(withdrew), and F(failing). If the studentis makingacceptable progress, agradeof PRis
assigned until thethesis or disgtation iscompeted. If acceptableprogressis not maden
athesis or disggationcourse, the instrator may issue agrade of F. When the tlesisor
dissertation iscompetedand approved by The Graduate Collegae Graduate College

will then convert the PR grade of themostrecently completed tresisor dis®rtation
19



course(s) to grade(s) of CR to avard thetotal thesis/dissetation aedit hours required by
t he s tgadiae prog@rs.
Fee Reduction
A maserés or doctoral degree candidate for graduation may be eligible for a one-
time fee reduction under V.T.C.A. Edwation Code, Sedion 54.054,if the students
registered for thesisor dissetation credit only and providedsuchcredit is thefina credit

hour requirementfor the degree in progress. Pleaserefer to the Texas State University

Graduate Catalog for more information.
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CHAPTER VII

DEADLINESAND CANDIDACY INFORMATION

Applying for Graduation

Deallines toapply for graduation are poged onineat

http://www.gradcollege.txstae.edu/Current_Students/Gaduation.him. Studentsapply for

graduation in Self Service Banner, by clicking on Student Records and Apply to
Graduate. IT ISIMPORTANT TO APPLY BY THE POSTED DEADLINE DATE
OR GRADUATION MAY BE DELAYED AN ENTIRE SEMESTER. If thestudent
misses the @inedealline, the stuént should cordad the Graduate College to deermine
if it will still be possibeto apply.

If astudentapplies for graduation in agiven meste, but does not comegtie all
degree requirements tlat semeser, thestudent sbuld conad the Offi ce of the Graduate
College to retrad their application for graduation. Threreis no penalty for doingso and
the studat smply reapplies thenext senesterof anicipated graduation.

Masterés andDoctoral Degree Conmencementinformation

Each senester the Graduate Collegeupdates theCommencementinformation

website at http://www.gradcollege.txstat.edu/Current Students/@aduation.html. This

website provides the stdent theexad dateon which deallines fall, as well as other
important remindes.

Masterés students thi have three (3) or fewer gradwate hous to compdte and/or
ned to finish a tlesis or comprehensiveexam can participate in the Commerement

ceremony one senester prior to their anticipated semeser of graduation. Thestudend s
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graduate advisor mustemail the Graduate Collegerequesting permission fomtheDean
of the Graduate College for thatstucent to perticipate in Commencement. Students must
apply for graduation inthe senesterthey would like to paticipateand thenreapply for
graduation inthe semester they adualy anticipate competion ofa degree

Clearing Candidatesfor Graduation

TheDean of the Graduate College certifi es andidatesfor graduation after the
competion ofall requirements forthe apprapriate graduate degreeand with theapproval
of the department(s) concerned. The Office of the Graduate College will determineif all
requirements or thedegree have been met.

ThesisDeallines

Spedfic thesisdealline datesare posed onthe Graduate College website at

http://www.gradcollege.txstat.edu/Thes-Diss Info/T-D Deallines.htnd. Studentsare to

adhere to these deadlines. Any request for an extensionmustbejustified and submited
(email requestis acceptable) by the ConmitteeChair or Graduate Advisor to the
Assaiate Dean of the Graduate College for congderation.

The Compehensive Examination for Mastad studéhts

All candidaks formastad segres must pass aomprehensiveexamination. In
many graduate programs, the thesiscommitteeis alsothe examining committee. The
examination typically covers thethesis, asvell as ay other areas the hesis/examining
committeedeans appopriate. Thethesigexamining committee memters sign the
Compehensive Examination Repot for Masterés Degreeform, indicaing pass orfail.
Thereportis routed hrough the Department Chair to the Bean of the Graduate Collegp.

Theresults of thecomprehensiveexamination must ead theGraduate Collegeten chys
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before commencement,not countingweekendsand hoidays. For specific deallinedates

refer to theGraduate Cdlegewebsite at http://www.gradcollege.txstae.edu/Thes

Diss Info/T-D Deadlines.html.

Dissetation Deadlines

Spedfic dissertation deadlinedatesare posed onthe Graduate College website at

http://www.gradcollege.txstade.edu/Thes-Diss Info/T-D Deadlines.htnl. Studentsare

expeded toadhere to thesedeadlines. Any request for an extensionmustbejustified and
submited email requestis acceptalle) by the Gommittee Chair or Doctoral Program
Director tothe Associate Dean of theGraduate College for consiceration.

Disseatation Defense

All candidatks fordoctoral degrees must sucesdully defend the dissetaton.
When eat committeememberis satisfied that thedissertation is eady for defense,he or
shecommunicates this tahe Dissetation Advisorin writing. After al committee
memlers have communicated to the CommitteeChair that the dissgationis ready to be
defended, the CommitteeChair proceeds with sheduling the disertation defense. The
defensemustbe scheduled at least two weeks inadvance. Notice of thetimeand place of
the defense mustbe posed within the najor department. Thedefense isopen to the
public. Thedefense is pesided oer by the Canmittee Chair. All membeas of the
dissertation committeeare expededto bepresent. Committeememlers may attend via
Skype, FaceTime, other web-based video pogram, orconference cdl.

Followingthe disetation defense,members of he dissertation committeesign
the Dissertation DefenseReportform, which indcates @ssage, provisiona pass or

failure of thedefense. Theform is routd thraugh the Dactoral Program Direcor and
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Department Chair to the Dean of theGraduate College.

Time Limit for Comgeting the Dissatation

The Graduate College requires suaessful competion ofthe Dissertation Defense
to occur within tenyears of the studat Grdry into thePh.D. pogram. After
advancement to endidacy, astucent is expeded tocompete thedissertation within two
yeas in Magrials Science, Engineaing, and Commercialization, within three years in
Aquatic Resources, Crimina Jugice, Geography, and Matrematics Edaation, and within
five yeas inthe College of Edwcaion. Otler departmental time limits may apply.
Exceptions to theséimelimits requiretheapproval of the Doctoral Program Diredor and
Dean of theGraduate College. A written request for atime extension tccompete degree
program requirementsis submitedby the ConmitteeChair, to theDoctoral Program
Director, and then issubmited to theDean of theGraduate Collegefor consideation.

99 HourRule

In acordance with Texas Edwcaion Code, Sedion 54.066, the unersity will
incur a penalty once a doctoral student accumuates 100 or mee doctoral semeser credit
hours. In response, tie Texas StateUniversity System has a rew tuition gructure
(excessive hous fee) in which adoctoral student will be charged tuition at arate
equivalent to norresidenttuition for al doctoral semeser credit hous exceeding 99.
Courses talen by adoctoral student at the rasta sbor un@rgraduate level will not count
towards the99 hous. If the studat is admitted t@ doctoral program from the
badchelor6 segrek thecount begins after 30 hoursof graduate coursework. This tuition
structure applies to Texas residents asvell as ou-of-stateresidents and intaational

students who @re eligible to becharged tution at theresident ete as aresult of
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scholarship andfellowship avardsor employment asGraduate Asgstants. Students
shouldcontact the Dactoral Program Diredor regarding appeal s.

Summary of Thesis Student General Requiremerts

1 TheProposd Thesis Reseach form must beon file with the Office of the
Graduate Colege.

1 Thestudentapplies for graduation inthefinal ssmeste.

1 All required coursework mustbe competed.

1 A minimumof sx hours of thesiscoursawork (thesisA and thesis B) mudte
competed.

1 Thestudent must beenrolled in thesis B duringthe senesterin which the student
graduates.

1 Thefinal thesis daft mustread thecommitteeby the postedieadline or deadline
agreed uponby the committee

1 TheThesis/Dissertation Committee Approval Form must be syned by the student
and all committeememlers and submited toThe Graduate College prior to
submision of thethesis but after thdinal thesis defense

1 Thefinal thess, approved by the committee,mustreach the Office of the
Graduate Collegeby the postd dealline orone-week extension ealine, if
granted.

1 Revisions equired by the Graduate College mustbe madeand the final thesis
approved by the Graduate College.

9 If the rard-copy option is €lected, oneorint copy of the thesismustbe submtted

to Alkek Library by 5 pm. onthe Thursday aweek prior to graduation.
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The Compehensive Examination Repaot for Maserds Degreeform, indicaing
pass, musbe signed by the committeememiers and by the DepartmentChair of
the nmgjor department. It mustread theOffice of the Graduate College 10 days
before commencement,not countingweekendsand hoidays.

Summary of Dissertation StudentGeneral Reguirements

The comprehensiveexamination must be gssedfor advancement tocandidacy.
Thedissertation proposl mustbe defended.

TheDefenseof the Dissertation Proposal form, indicating passage, must be
signed by the committeememlers and routed trough theDoctoral Program
Director and Department Chair to theDean of the Graduate College.

Once dl Ph.D./Ed.D. Program requirements foradvancement tocandidacy have
been met, theApplication for Advancement toCandidacy form is complegd and
routed thraugh the Datora Program Diredor and Department Chair to the Dean
of the Graduate College.

Thestudentapplies forgraduation inthefinal ssmeste.

All required coursework mustbe competed, ircludingthe minmumnumberof
dissertation hous required by the program.

Thestudent must benrolled in dssetation duringthe mesterin whichthe
studentgraduates.

Thedissertation daft mustread the disertation committeeby the posted
dealineor deadline agreed uponby the committee.

Thedissertation defensemustbe scheduledand notice posed at leasttwo weeks

in advance The dissertation ddense must be swessfuly passed.
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The Thesis/Dissertation Committee Approval Form must be gined by the student
and all committeememlers and submited to theGraduate College prior to
submision of thedissertation, but after the final dissertation defense.
Thefinal dissertation, approved by the committeeand submited in Vireo, must
reach the Dean of theGraduate College by the posted @alline or me-week
extension @allineif granted.

Revisions equired by the Graduate College mustbe madeand the final thesis
approved by the Graduate College.

TheDisseatation DefenseReportform, indicaing pass,mustbe signed by the
dissertation committeeand by the Department Chair of the nmgjor department. It
mustread theOffice of the Graduate College 10 days before commencement, not
couningweekendsand holidays.

The Survey of Earned Doctorates (SIBD) mustbe competed onineby 5 pm. on

the Thursdhy aweek prior to graduation.
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CHAPTER VIII

SUBMITTING THE THESIS ORDISERTATION

Submisdon to the Graduate Collegefor Review

Prior to subnitting the tresisor dis®rtation tothe Graduate College, the
Thesis/Dissertation Committee Approval Form bearing original signatures of the studat
and all committeememlers must be subrtied to theGraduate College. This form
Sshould be submitted to the Graduate Coll eg
defense, but before submitting the document to the Graduate College for review.
Thestudentmustthen submithefinal thesis or disstation, approved by the
committee, to the Graduate College for review by the postediealline. For specific
deallinedates,refer to the Graduate College website at

http://www.gradcollege.txstat.edu/Thes-Diss Info/T-D Deadlines.html. Theses and

dissertationsare reviewed by the Office of the Graduate Collkege in order of receipt. It is
tothes t u d advaritageso subnit thethesisor disgrtation as erly as possble.

Itis thestudends resporsibility to ensue that thethesisor dis®rtation is
formatted poperly and thoroughly proofread before submision to theGraduate College.
Theses or disseations sulmitted to theGraduate College with numeouserrors will be
returned tothe student taresubmt, which can causedelays in meding semester
submision deadlines. TheGraduate College does not profread theses and dissertations
or format d@uments ér students.

Oncethe thesisor dis®rtation is subntted to theGraduate College, thae can be
no revision tothedocument othethanany formatting and editorial revisions equired by

the Graduate College. Thes t u d eomniittizesmay not request additional revisionsand
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the studat may not make any revision ofther own after the thesis or disstation hes

been submited to theGraduate College.

Submisson Options

1. Vireo On-line Submission Option: This optionis requited for doctoral
students subrtting thedissertation and recommended for maser 6 s s.tThisl e n't
method is asty moreconvenientfor studentssincetheVireo system is acessble 24-7
and saves morey since astudent is notequired to subnit a paper copy to Alkek Library.
Graduate programs may require studentdo submita paper or electronic copy to the
department; check departmentl program requirements.

Thestudent uplads a PDFof the hesisor dis®rtation docurent. Thestudent
mustalso upload the&locument inits orginal formatsuchas Microsdt Word, LaTeX,
etc. Instructions to theon-linesubmision andreview process usng Vireo are included
in Appendix B. See page 50 forinstructions toconwverting the document toa PDF.

Following submision, thethesigdissertation is eviewed by the Graduate
College. Thestudent is notifiedby emalil if revisionsare required by the Graduate
College. See Appendix C for symbds commofy usedto mark revisions. The student
makes therevisions tohis or ter original dacument and uplads therevised documentas
aPDF and therevisedMicrosoftWord, LaTeX or otherformat deument. TheGraduate
College verifies therevisions have been made. Once therevision pocesshas ben
competedand the thesisr dissertation isapproved, the studerdnd CommitteeChair
will receve email ndification. All commuricdion ugs the Exas Stateemail ecoount,
so itis very important that the studentand Committee Clair regularly check theiremail.

The Graduate College transfers theeledronic document to AlkekLibrary.
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2. Hard-copy Submission Option: Thissubmision opion is only &ailable
for mastefs students submting a thess. Thestudent brings a printedcopy of the tesis
to the Offi ce of the Graduate College JCK 280; dfice hours M-F 8:00am - 5:00m).
This cqy should beprinted on reular (non-archival quality) paper for editing. Print on
oneside ofthe aper only.

Thethesisis reviewed by Graduate College. If edits ae necessay, the Graduate
College will email the student and thestudent will beaskedto pick up his or her thesis
with revisions narked from the Graduate College. See Appendix C for symbds
commonly usedto mark revisions. Once the stulent makes therequired revisions, the
student will bringherevised deaument AND the copy of the thesis with evisions
marked to theGraduate College. The Graduate College will confirm that the recessary
revisions tave been made. When the recessay correctionshave been madeto the thesis
and have been verified by the Graduate College, thestudent 6 s t hrevedi Bhei s app
student willbe notified in anemail to his orher Texas Stateemail address.

Once the Graduate College review process has een competedand the document
approved, the student ost submit oneprint cqpy, on archival quality paper (white, 8 1/2
by 11 inch, 20/24 pounbond,archival quality, add-free flat-finish pger), of thethesis
to Alkek Library (submisdons areaccepted M-F, 8am-5pm). Graduate programs may
requirestudentdo submita paper or e ectronic copy to the department; check

departmental program requirement.
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Submisson to AlkekLibrary

Submisdon Options

1. Vireo On-line Submission Option: A student submitting in Vireo isnot
required to subnit a paper copy to the Alkek Library. The Graduate Collegewill transfer
theelectronic thesisor disertation tothelibrary from which thdibrary will produce a
print copy for the circulating collection and amicrofilm cqoy for theUniversity Archives.
Theprint and microfilm copieswill be poduced even if thereis anembago placed on

theelectronic version. Supplementary files will not be reproduced or included in the
circulating or microfilm copies.

2. Hard-copy Submission Option: Amasta6 s s t u dtenghy hasl-u b mi
copy will takeoneprint copy of the thesis on echival quality paper, tothe Alkek Library
(submissions areaccepted M-F, 8am-5pm). The deallinefor thethesisto besubmited
tothelibrary is by 5 p.m.on theThursdyy aweek prior to graduation. For speific
deallinedatesrefer to the Graduate College website at

http://www.gradcollege.txstat.edu/Current Students/@aduation.himl#Applying for Gr

aduation.

Thestudent @positsthethesisat the Circulation Desk of Alkek Library.
TheLibrary is notresponsble for collation. Thestudentmustbe surethat his or ler
thesis is compte, the pges are right Sde up, and the pages are in the proper order.

Copiesfor Persoral Use

Thestudent @positsthe persordal usecopies ofthe thesig¢dissertation at the
Circulation Desk of Alkek Library (submissions areaccepted M -F, 8am-5pm). The
Library is not esponsble for collation. Thestudent must be ste that his or kbr

thesigdissertation iscompete, thepages are right side upand the ages arein the proper
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order. Thestudent can chooseto useregular, nan-archival paper for personal copies.
Thestudent pys the binding and processng fees for additional copiesat the Circulation
Desk (M-F, 8am-5pm). To find theexad amountcontact Shirley Lipinski, Bindery

Manager, preferably via email at sI34 @txstae.edu, orcal (512)245-3890.

When boundcopiesare realy, the grsord copies of thethesis or disstation will
bemailed to areddressprovided by the studet. If applicable, departments will be
contacted to pick up thir copies fomtheCirculation Desk. If the studenthas a question
abouttheir binding request, contact Shirley Lipinski, Bindery Manager, preferably via

email atsl34@ixstat.edu, orcall (512)245-3890.

Additional Requirements forDisseatation Students

ProQuest Submisson

All dissetationsand theirabstrads are required to be submtted toProQuest for
inclusion inthe ProQuast Dissetations & Theses databaseand Dissetation Abstrads
International. If an embargo is seleded, orty the abstrad will be dispbyed in the
databases untiltheembargo is compéted. The ProQuest submisson processis included
in Vireo. See Appendix B for instructions.

Library Colledion Copiesand Preservation Practices for Theses andDissetations

Oneprint cqpy of eat thesisand dis®rtation isdeposited in theAlkek Library.
Thecopy will beplaced in thecirculating collection and madeavailable for useby
researchers and shdarsinsideand outside thdexas Statecommunity. This apples to
manusripts subnitted in eitherprint orelectronic format. Thelibrary will produce a
print copy of all theses and dissertations rgardlessof embago setus. Supplementary

files will not be reproduced or included in the circulating or microfilm copies.
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Under the"Far Use" exemption of thecopyright law, library users may copy
brief excerpts ofawork. However, an amountthat excead s  fiUSea may not be
duplicaedwithouttheauthors permission utess dherwise indcated in he fiFair Useand
Authord s rmisgon Statem e ndf the studetd s esisohdis®rtation.

TheAlkek Library will also submit all theses anddissertations formicrofilming,
providinglong term preservation ofthesematerials. Themicrofilm will not beavailable
for public use. TheAlkek Library reserves therightto add megdata for indexing
purposes andconvert thesubmision to any medium or formatfor the purposeof
preservation. Theses anddissertations sulmittedthrough Vireo will beavailable in
Texas StateUniversityd enlineinstitutional repostory. Embargo optonsare provided in
theVireo guide (Se Appendix B). All non-embagoed theses anddissatationsin the
institutional repositay are openly available on thelnternet and can be discovered and

cited by scholars usng the library catalog or mgjor search engines.
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CHAPTER IX

STYLE, ORGANIZATION, AND MECHANICS
Paper

If athesis student sats the hard-copy submision ogion, the onghesiscopy
submtted to the libary mustbe printed on white, 8 1/2y 11 inch, 20/24¢ound bond,
archival quelity (acid-free), flat-finish pager. Print on one side. Théocumentwill be
shehed permanently in theuniversity library, sopaper mustbe durable and of high
quality. Archival quality paper can befoundat campus bookstes andmostoffice
suppy stores.

Rememler that thefirst submisson ofthe hard-copy thesisto theGraduate
College for review shouldnot beon archival quality paper; however, when it is submitted
to thelibrary, it mustbe on archival quality paper.

Style

Only theses anddissertations famattedas speified in this guidewill be accepted
by the Graduate College. Do not usearunning head. Recent gyle manuals (Table 3)and
scholaly journasinthes t u d egot d&@pineshould beconsultedfor style material

notincluded in theguide.

Table 3. StyleGuidesby Major.
M ajor Style Guidéines
Thesis

Adult Edwaion APA"
Agricultural Education APA*
Anthropolagy AAAT/SAAT
Applied Mathemstics None Spedfied
Applied Phlosophy and Ethics MLA®/Turabian
Aquatic Resources CBE®
Athletic Training AMAYAPA®
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Table 3Continued.

Biochemistry Turabian/ACS’
Biology Turabian
Business Admirstration Turabian
Chemistry Turabian/ACS’
Conmmunication Design NoneSpedfied
Communication Disoraers Turabian/APA’
Communication Studies MLA/APA*
Compuer Science Turabian/APA’
Creative Writing TurabianMLA”
Criminal Jusice APA*
Developmental Edication APA*
Elementary Education APA*
Bilingual/Bicultural APA”
Early Childhood Edeéion APA*
Exercise Scence NoneSpedfied
Family & Child Studies APA*
Geography Turabian
Hedth Edwcaion APA"
Hedth Psychology APA*
Hedth Services Reseach APA*
Hedthcare Administration APA*
History Turabian
Human Nutrition Turabian
Industrél Tedhnology APA*
International Studies Turabian
Literature TurabianMLA”
Mass Conmurnicaion APA"
Materia Physics AlP?
Mathematics Turabian
Merchandisng and CorsumerStudies |APA*
Music Turabian
Physical Education APA*
Physics Turabian/AlP?
Politicd Science Turabian
Population and Conseation Biology [Turabian
Professonal Counsling APA*
Psychological Research APA*
Reaeation & Leisure Services: APA*
Reaeation Man@ement APA*
Therapeutic Reaeaion APA*
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Table 3Continued.
Rhetoric and Compodion APA/MLA
Semndary Educdion APA*
Sociology ASA®
Software Engineering Turabian/APA’
Spanish TurabianMLA”
Tedhnical Communication MLA®
Thedre MLA’
Wildlife Ecology IWMEIM’
Dissetation
Adult, Professonal & Community APAY
Education
Aquatic Resources CBE®
Criminal Jusice APA*
Developmental Edication APA*
Environmental Geography Turabian
Geographic Educaion Turabian
Geographic Information Science Turabian
g/laterials_Sqierpe, Engineaing, and Tursbian/AlPYACS
ommercialization
Mathematics Ededion APA®
School Improvement APA*

° AMA=AmericanMedical Assodation

! AAA =American Anthropological Association

2 ACS=AmericanChemical Sodety
3 AIP=Americaningtitute of Physics

* APA= AmericanPs/chdogical Asscciation of America

® ASA= AmericanSaciology Assodiation

® CBE= Courxil of Biology Editors

"IM= Jaurna of Mammelogy

8 IWM= Journa of Wildlife Management

® ML A= Modern Larguage Assaiation

19 SAA = Sogety of American Archedogists
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Arrangement ofThesisand Dissetation

Thethesis or disatation consistsof three mgjor components: théront metter, the
text, and the ladk matte. The front matter pages include: the file page, copyright page,
fair useand authortés permisson satement page, dedication (optioral),
adknowledgements, éble of contents, lisof tables(if applicable), list offigures (if
applicable), list of illustrations(if applicable), list of abbreviations(if applicable),
abstrad (required in dssertations, optional irmosttheses), and preface (if applicable).
Thetext includes: thechapters (thenumkber will vary by thesis or disstation), and tabks
and/orfigures (if included). Theback matterincludes theappendix sedion (optional) and
literaturecited (aso referred to as bibligraphy, references, work cited, etc.). If the hard-
copy thesisoption is ®lected, ablank page referred to as thdly page isincludedat the
front and lack of thedocument. Thdly pages are not courgd ornumbeed. For
electronically submiteddocuments fly pages are notincluded. Table 4 ndicates the
arrangement ofthe tresisand dissertation. Thesections shold beshown in theorder
listed. Be sureto include all required sections inthe da@ument.

Abstrad Requirement

Dissetationsare required toincludean abstract. Theabstract is optional inthe
thesis, wih theexception ofathesis writen in Spanish. Astudentin the Modkrn
Languages Department that choogs tosubmit thethesisin Spanishmustinclude an
abstraa written in English. A dupliate abstrad in Spanishmay also be ncluded, if

desired.
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Table 4. Arr angement of Thesisand Dissertation.

Page Required or For mat of Page Number Description and Helpful Tips
Optional?
Required for
Fly Page paperthesis | Not countedor numbered | Blank page for pratection of thess. Do not include if submitting electronically.
copies
Title Page Required Counted, but not numbered | 2" top margin; do not use bold on this page. Seeexample in Appendix D.
2" top margin. Seeexample in Appendix D for page formatting. Copyright is automatic
Required Counted. but not numbered oncethe work isin fixedform, therefore the student holds the copyright to their thesis or
Covriaht Page € ' diseertation. Doctoral students may have their copyright registeredwith the U.S.
pyrignt eg Copyright Office. There are additional fees, paidto Alkek Library, for this service.
. A 20top margin. Include only one of the two Duplication Permission options. See
Fair Useand Author&s : X . i
Permisson Staement Required Counted, but not numbered | example in Appendix D for formatting.
Dedication Optional Counted, but not numbered | 20top margin. Seeexample in Appendix D.
Thisis the first page
numberedusng lower case . : : : .
pckooniecgemers | Rered | Romanmerls. Al pges | 2190 T TS e g esoret o hcaoonen o oy e e
should have numbers from b 9 ' P bpen '
this point forward.
20top margin. All chaptertitles,headngs and subhead ngs should be wordedin the
Table of Contents Required Lower case Roman TOCthe same asin the text. Usedot leaders with aright tab ingeadof periodsto leadto
(TOC) € numerals page numbers. Seepage 41 for ingructionson dot leaders.
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Table 4 Continued.

Page Required or Format of Page Number Description and Helpful Tips
Optional?
; If applicable 20top margin. Formatting should resemble the TOC. All table titlesshould appear on
List of Tables (two or Lower case Roman the LOT exactly asthey arein thetext. Use dot leaderswith aright tabinsteadof
(LOT) numerals .
more) periodsto leadto page numbers.
. : If applicable 20top margin. Formatting should reeemble the TOCand LOT. All figuretitles should
List of Figures (two or Lower case Roman appear on the LOF exactly asthey are inthe text. Usedot leaderswith aright tabinstead
(LOF) numerals )
more) of periodsto leadto page numbers.
List of lllustrations If applicable Lower case Roman 20top margin. Includeif applicable; same formatting asthe LOT and LOF. Usedot
(LOI) a numerals leaderswith aright tabinsteadof periodsto leadup to page numbers.
Optional for N . . .
thess*: Lower case Roman fo top margin. Seeexamplein Append|>_< D. _ o _
Abstract . Modern Languagesstudents who submit their thesis in a language other than English
Requiredfor numerals . : . .
i : are requiredto include anabstract in English.
issertation
Thefirst page of the text is
Text Required where the Arabic numbering | 10 top margin throughout text. Each chapter mus be numbered.
begins, starting with 1.
16 top margin throughout appendix section. An appendix section is usedfor
Appendix Secton Optional Arabic numerals ;Lapﬁl (;a\?;(rantary material. Pagination continuesthrough the appendix; numbering doesnot
16 top margin throughout literature cited section. Usea style appropriatefor the
. . . . discipline. Most commonly, the literature cited is either doulde spacedthroughout or
Literature Cited Required Arabic numerals formattedby single spacing each entry and double spacing between entries. Be
congstent in use of periods. Do not split anentry between pages.
Requiredfor
Fly Page paper thesis Not humbered Blank page for protection of thedgs. Do not includeif suomitting electronically.
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Typography

Thesamefont mustbeused throwghoutthe front matte, text, and lad matter of
the da@ument. Usa TrueType font. Fonts ecommended by moststyle manuals include
Times New Roman or Garamond. Thebody of the thesismust be in 12ointfont. The
body of tables may bein as gnall as 10 pointfontto alow for inclusion ofall required
information. Figure and tablecgptionsand legends may bein 10-12 pointfont. The
body of afigure may bein afont sze larger than 12 point. Equations in the éxt may also
bein afont gzelarger than 12 point. Theuseof correction fluid or handwritten
corrections isnot allowed. A high guality printermustbe usedto ensurelegibility of the
entire thesig¢dissertation, includingall illustrations, fgures andtables.

Margins

Pages inthefront matter requireatwo inch top megin, a oneand ore-half inch
left margin, and aone inch right and bottommargin as shown irFigure 1. For all other
pages inthedocument(text, apgendix section, literature cited sction), theleft margin is
oneand ore-half i nches (required for binding)and the other margins are one inch (Figure
2). Youwill need to usefiNext Pageo section kreaks to breek your document into
sedions that will allow you to &t different mamgins between thefront matter and text.
Instuctionsfor settingnext page section kre&ks are provided onpages 42-43.

Useflushleft alignment(creating uneven right margin). Do not useight

justification.
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2+top margin

1Yot left

margin
l+right
margin

Figurel. Example Showing Marginsfor Front Matter. Pleasenote hat required and
optional pages of thefront matter include: title page, copyright page, fair useand
authors pemisson statement [age, dedication, acknowledgements, #éble of contents, list
of tables, list of figures, list of illustrations, list of abbreviations, abstad, and peface

1+top margin

1Yot left

margin
l+right
margin

1+bottom margin

Figure2. Example Showing Marginsfor Body of Document and Back Matter.
Body of thetext and back matter include: clapter(s) of document,appendix section, and
literaturecited sedion.
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Thebody of the abstrad may be oneand one-half spaced or doule spaced, and
mustfollow formating in theexample in Appendix D. Thebody of thetext is doubéd
spaed. Lengthy quaations nay be double orsingle spaced.
Table and figure captionsmay be single paced ordouble spcal. Citation entries
in thereferences setion may be double spced throughout ormay be formatted single
spaed with a double gace between entries or citations.

Text Alignment

Throughoutthe document, different aignmentsare usedfor formating certain
sedions (ie. title page, copyright page, body of the document,etc.). To align textin
Microsdt Word, slect theHometab on theibbon at thetop of thepage. Locate the
Paragraph sedion. Ttere arefour icons with blaks of lines that esignate theaignment
types available: Left, Cener, Right, andJusified. Youcan either select thealignment
typeneeded, and strt typing text, ortypethetext needed, highlight thetext with your

cursor,and select thetext alignmentfor that section (See Figure 3).

R |

Insert Page Layout References Mailings Review View
o &Gt CalibriBody) ~[11 <| A" A" |Aav |2 | iE- =T (EELL T

3 53 Copy . by = : n

ste v Ay ¥ v v == =EE=E =v v .'v

+ J Format Painter B 7 U ~abex x A EEEE | O
! Clipboard I Font 7 “raragraph i
Figure 3. Sdting Text Alignment.

Dot Leaders

Dot leaders with aright tab should be useidstead of periods inthetable of

contents, lisof tables, listof figures, et. where page nunmbers from thetext are
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referenced. To st dotleaders, under thefiHomettab in Microsdt Word, click on the
smallarrow at the bottom right caner of the fiParagrapho box, and slect fiTab s &igure

4 shows the ®nu that willappea and gives indructions onits use.

Tabs Enter 6.0 as the tab stop position
Tah stop pasition: Default kab stops: to allow for a one inch right
| FnE - > margin.
Tab skops to be cleared:

- Choosethese
Alignmankt ti i I

O Left ) Conter optionsto align

O pecimal O Bar = numbgrs on the

/ right.

Leader

C' 1 Mone (:j & e

O+

Besureto select
© @ N ?Set? to save the
settings before

selecting ?0* 2

I (4] 4 ][ Cancel ]

Figure4. Sdting Tabsfor Dot L eaders.
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Pagination

All pagenumbers throughoutthe document musseppea centered one-half inch
fromthebottom, within the footr. Numbers onpages bdore thetext of the thesisor
dissertation are lower-case Roman nuraras. All pages (except for fly pagesin had-
copy thesis) of the front metter should becounted, but numbers shouldhot be placed on
the tile page, copyright page, fair useand authorGs permissionstaement @age, or
dedication page.

Numbers in the &xt of thethesis and diss&tionare Arabic, beginning with one
(2). Arabic nurreral pagination will continuethrough thebadk matter, as formatted in the
text. In thebadk mater, thefly page (if necessay) is not counéd.

Instiuctions forPage Numbeaing in Microsoft Word

To add apagenumberin Microsdt Word, click onInsert on theribbon at he top
of the page and thenclick onPage Number. A dropdown nenu will show,alowing you
to selet placanent of apagenumbe. Select Bottom of thePagefrom thedropdown
menuand the optiorthat allows forcentered alignment. In Figure 5, that option is Page

Numlber 2.
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1A B A= | Zsignature Line =
Y Qu’u w — 5 Date &Time. ETE Q| E":_ﬁ’
fordAtt Drop. v quation Symbol
er-|| Box- Patsr v Cap- ’SilObject - S| Fash

[@ Bottom of Page » | simple =
Plain Number 1

1)
K
=
3

Plain Number 2

Plain Number 3

Page X
Accent Bar 1

Accent Bar 2

Accent Bar 3

[0

[ More Page Numbers from Office.com >
Bal sovese ’

Figure 5. Diagram Showing Location of PageNumbers. From Insert tab, seked the
Page Number option and scroll down to thePlain Numler 2 optionlisted under Bottom

of Page.

To change the page number type (Roman orArabic numerals), click on Insert
again at the top ofhe page, click on Page Number, and select FormatPage Numbers.
This will allow you to €lect the numberntype (Roman orArabic), thepage numberat
which to stat, and indcate if youwould like to continue numéring from the previous

sedion (SedFigure 6).
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Navigation

Search Document

This document does not

d Current Position

Bottom of Page

[ Page Margins

Format Page Numbers...

Remove Page Numbers

v v v v

contain headings.

To create navigation tabs,
create headings in your
document by applying
Heading Styles.

ment does not
eadings.

navigation tabs,
sdings in your
tby applying
styles.

==
Nunber fornat; AT ~ |
[] Indlude chapter number

p
Page Number Format

Chepter stats withstyle: [Headng 1| -

Use separator: |- (hyphen) Z]
Examples: 1-1, 1-A

Page numbering
@ Continue from previous section
© startat: | =)

)

Figure 6. Diagrams Showing PageNumber Format Box. From Inset tab, seéd the
Page Number option and scroll down toFormatPage Numbers. The Page Number
FormatBox will appea, allowing custamization of page numlers.

It is easiestto paginate adocument wien all sections of ahesis or disgtation are
contaired in onedocument. Thefollowinginformation will assstyou in corredly
numbeing the pages ofthedocument. You will need to beeak the d@ument into setions

to change theformat of page numbes. Sectionsof the paper include, butare not limited

to: 1) theun-numbeed front matter, 2) the lower caseRoman nurera front matte, and
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3) thefirst page of yourtext (Chapér 1). After each settion, inset afinext pageo section

bre&k.

To change numkbering, insat afiNext Pageo sedion break between pages whose megins
or page orientaion differ (do not usecontinuous pagebreaks). Within Word

2007and Word 2010, the'Next Page" sedion lreak is locaed on thePage Layout tab.

Select "Bre&s" at thetop thenchoose'Next Page" from thedropdown st (See Figure

Column
Indicate that the text following the column
break will begin in the next column.

m Home Insert Page Layout References Mailings Review View Acrobat
A | = = - n
5] By L_j »=, Breaks —1 x‘}ﬂ 1 Indent
Y |A = Page Breaks eft 0"
Margins Orientation Size Columns
G 2 5 = Page light: 0
Thienes PAGE SR Mark the point at which one page ends
—_IEmES tagaaciin and the next page begins.
] =

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

JN T

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

l

-

I

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

4

0Odd Page
Insert a section break and start the new
section on the next odd-numbered page,

[

Figure 7. Diagram Showing Location of Next PageSection Breaks Option in Page
Layout. From Page Layouttab, seéd the Breaks option and sroll down to theNext
Page option listed under Sedion Breaks.

See Figure 8 foran example of theappearance of two sections. Sedion onein Figure

8 is shown witlthefooterand sdion two is shavn with the subsegant footer.

Before making any changes tothe healers and footers, remove thé'Link to Previous™
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Footer i
Section 1

Footer i
Section 2

setting in each footer. This will ensurethat the pge numbes or other formating will not
bethe smeas the previous £dion. When you remove thefiLink to Previou s , edewitl h

no lorger beanSameasPrev i 0 desgoation inthehealer or footer. See Figure 8 for

an example of thelocation of fiLink to Prev i o in the&footers.

Footer -Section 1-

Header Section 2- Same as Previous

3 Mailings Review View f
j‘ I T, Previous Same as Previous
® S CuNext ‘ -This is removed
Goto Goto - ~y -
Header Footer %ﬂglinkto Previous | \Igvren nLInl‘(. to
MNavigation revious as
unselected.

Footer -Section 2-

Figure 8. Diagram Showing Heade /Footer Components. Diagram slows a deaument
that has been broken into two edions. Sedion 1is seen in thefooterof pagexiii and
sedion 2 is sen inthe healer and footer of page 1. The footer of page 1 also shows the
fiLink to Prev i o label that links headers and/orfoaters together. Theicon fiLink to
Prev i o in thehealer/footer toolbarwill remove thefiSameasPrev i o label.0
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Supplenentary and lllustrative Materials

In electronic theses anddissertations,supplenentary maerials may consistof any
additional resources thatcould be ued to suppa athesis or disstation. This material
includes, but is notimited to, complexdigital objects such as images video, and audio.
If you doincludesuppkementry matrials for your thesisor dissertation, plesseincludea
list of thesamaterias dter the Appendix Sedion (if applicable) in your document.

[llustrative materials included in the body of the thesisor dis®rtation mustfit the
margins described under the sublealing fiMargi n slllugiations may be reduced if
necessry. If the paper option is €lectedand reduction is mpossble, illustrationsmust
be prepared so that they can bebound iro the tlesiswithout damage. Theseinsets are
counted in the @gination. If theinsets requirefacing, thefacing also countsin the
pagination.

Heaings andSubheadings

Thefront matter pages, chaptertitles andall sections dterthe &xt requirethe
same healing formatting. Healings must be &t up as instructed in ths manwl. All
headings inthefront metter are required to havea two inchtop margin, to be centered,
copitalized, in 12 pant font and in bl (with theexception ofthe ttle page; do not use
bold on ths paye). Chepter headings andheadings in thebadk matter are required to
have aoneinch top magin, to becentered, cepitalized, in 12 pant font andn bad. All
healings and subleadingsmustappea in thetext exadly as they appear in thetable of
contents.

Theformating of subleadings will vary among theses and disgrtations. Plesse

do not efer to any previoudy submitted tresis or dissertation for subleading formatting.
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Consultrecent gyle manuals and/or sholaly journals in the ngor discipinefor the
apprapriate formating. The Graduate College will ched throughoutthe documentfor
consistery. Useas maly subleading levels as he committeedeems recessary. Any
sublealings listed in thedble of contents musbeworded as they are inthetext.
Subheadings appearing at the bottom of apage should be moed tothe next pagg, if two
lines of &xt cannot fit beneah them.

Abbreviationsand Acronyms

Stanchrd abbreviations suchas imeand mesurements ray be used without
explaration; however, otherabbreviations orsymbolsshould befully speled outeither
upon theirfirst usefollowed by the abbreviation or in a fble ofabbreviations in thefront
matter. Afterthefirst use, theabbreviation will be suficient.

Acronymsmust betyped in all capital letters without peiods. Again, uponfirst
use, theacronym shouldbefully spelled out andhereafter theacronym will be sufficient.

Theabbreviation"et a." is oftenconfusing when usedin references. Keepin
mind that thefull Latin teem is etalli; therefore, "et" does notrequireaperiod, butii la . ©
does, as it igsheshorened form of i . ©

In referencing the uniersity in thetext, thefirsttime itis mentiord useTexas
StateUniversity, thereafter Texas Statemay beused if an abbreviationis desied.

Tablesand Figures

Tablesand figures may be included in thetext with thetables/figures placed after
theirfirst reference in thetext. Addadequate sgacing before and after thetable/figureto
set it off from the ext. Be consistent in ths spaing. A table/figure may either be

included on apagewith text or on apageby itself. Two or mae tables/fgures may
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appea on the samepage.

Alternately, tables and figures may be placed following the baly of the chapterin
which they are cited orgrouped togetherand placed following thelast chapterand before
an appendix section and/or theliterature cited sedion. In this case, the gbles shold be
grouped togetherand figures grouped together. Include thelist oftablesand/or listof
figures inthe &ble of contents.

Tables

Table formating mustbe consigent throughoutthe manusript.

Each table is tittd and numbeed ushg Arabic numbes.

Table titlesand descriptions appea abovethetable and should not gtend keyond

the tble margin.

If atablecaries over to oneor mae additional pages, includethe &ble number

and AiContinued {Table 2-Coniinued) as well as any headings that desribe the

tableinformationat thetop ofeadt additional page.

Captionsmustbe considently formatted for all tables. Reder to therecommended

style manwal or scholaly journal in the ngjor discipline for appragoriate

formating. Be consistent in puctuation andypography (capitalization, useof
bold, et.).

Thefont gyle for the Bble and ttle should math the &xt of themanusript. Use

10-12 pointfonts forthetitle and cgption.

Font sze may besmaller in the baly of atable, but no smallethan 10 point.

See sample #bles thraghoutthis guidefor formatting example.
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Figures

Charts, graphs, naps, et. are consdered figures. Text within afigure may be
larger than 12 pointfontand dces not lave to match thefont gyle usedin the
body of the text.

Ead figure is titled and numbeed using Arabic numbes.

Theentirefigure shouldbeincluded on the amepage. If thisis not posible
the continuation ofthefigure mustbeclearly labeled.

Figuretitles and @scriptionsappea below thefigureand shouldhot extend
beyond te figure margin.

Captions must beonsidently formatted for al figures. Refer to the
recommended gyle manual or scholarly journal in the ngjor discipinefor
apprapriate formating. Be consistent in puctuaion andtypography
(capitalization, useof bold, et.).

Thefont gyle for thefigure (if text is usedpnd itle should math the &xt of
the manuscipt. Usel0-12 pointfonts forthe tile and caption.

Colorfigures may beused. However, thelibrary copieswill be pinted in
black-and-white and thuslabeling within figures shold beby means otter
thancolor.

See samplefigures thraughoutthis guide for formatting example.

Citations

It is imperative that credit is givenfor material that is not the studé¢ 6 s o wn.

Credit mustbegivenfor dired quaations, forparaphrases, for information, and for ideas.

Theexad methods ofciting souces will vary from one $yle guide toancther, butthe

52



underlying principle remains the sare.

Onestyle should bechasen for citations withinthetext for consistegy. Themost
common methods ofeferencing works are: authar-date; footnaes; and mmbeaed
references. Thestudentshould followrecent style manwals and/or sholarly journalsin
the nmgjor discipinefor the appragpriate formatting.

All works cited in theaxt must apea in theliteraturecited sction. Likewise,
all works listed in the literature cited s2dion mustbecited in thetext. Persordl
communication should beited in thetext.

Usean appropriate style for the literature cited sedion. Entries may be sngle
spaced with a doublespace between entries or double spaced thraughou.

Formating for Two or More Studies or PulishedJourral Articl es

Thesisand dis®rtation stu@nts ae strongly encouraged to pursie publicaion.
Taking this into consiceration, with natification via studentomment in Vireo oremail to
the Assocéate Dean of the Graduate Collegeof thes t u d e entt@df@matchagters
differently for publication puposesthe Graduate College will accept thefollowing
variations in foamating:

If the thesig/dissetation wil consistof two or mae publishedjournal articles
or two ormorestudes expeded to besubmtted separately as joumal
manusripts, eadh separate stuly may betreated as a gparate chapter.
Formating (i.e. gyle of references intext and inliterature cited sedion; syle
of healings andsulheadings) may differ among chapters.

Eacdh chaptermay include figures ard/or tables(positionedwithin thetextor

grouped attheend of each chapter) and literature cited pertaining to the
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chapter.

If literature cited isincluded with each chapter, acomprehensiveliterature
cited section does not reed to be inclued at theend ofthe tresis.

Compuers and Printers

To avoid compicaions with the doument, itis bestto usethe sme computer
and rinter throughoutthe thesigdissertation process. If different machines ae usedto
word process and pnt, settings andformat may change.

Printers must beof suficiently high-quality to produce legible text, including all
tables andfigures. Tables, figures andillustrations nmay beprinted in cola, but agin
mustbecompetely legible.

Conwersion toPDF for On-line Submissonin Vireo

PDF is therequired format for electronic orn-linesubmsgon becaise it is
viewable and printable on any platform andbecauseit preserves fonts, femating, and
graphics ofsouce documens. Theprimary document ofthe thesisor dissertation must
bein PDF, however suplementary matria in various famats is allowed. Rder to the
end ofthis setion for additional cetails.

If the electronic thesigdissertation consistsof multiple text docunents, it is best
to consolidte them into onedocumentand convert theconsolidaéd file to aPDF. If
compex digital objeds (digital video/audio,3-dimensional mulimedg) areto be
included they may be submitted searately as Supplementary Materials.

Conwersion Tools

Regardless of theconversiontool cho®n, thefollowing criteria mustbe met to

makea compiant PDF/A document, suitabléor preservation and archiving.
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1 Embedall fonts;
1 Makesurethereis no msswad protection on thePDF;
1 Ensuethat ®arity settings allow pinting.

PDE conversion for PC users
The preferred method of converting is to usethe PDF conversion toolincluded

in Microsdt Office 2010for PCs kecause thigs the mosprevalent software oncampus.

To save aWord 2010 dcumentas a BDF/A file simply click on File and point the
arrow to Saveas Addbe PDF. If prompted to save thefile with PDFMaker before
continuing, sekct Yes. Before clicking on Saveglick on Options and chooseCreate
PDF/A-1a:2005compliant file. Leaveal otherdefault settirgs andclick OK. These
steps willensurethat allconversioncriteria are met.

To save aWord 2013 dcumentas a /A file simply click on File, pointthe
arrow toExport. By default, Create PDF/XPS Document should beseleded unay
Export. Qick on theCreate PDF/XPSicon. In the next window, chedk that Save as
typeis set to PDF. ChapseOptimize for Standard (publishing online and printing),
click onOptions, ched the boxnext to | SO 19005-1 compliant PDF/A. Makesurethe
Page range is set to All thenclick OK. This sttingensures that d conversion aiteria
are met.

For Microsoft Office 2007 users, thePDF conversion tool may not be pe-
installed and will need to be devnloaded at:

http://www.microsdt.com/downloads/etails.aspFamilyld=F1FC413C-6D89-4F15

991B-63BO7BASF2ES.

To save aWord 2007 @cumentas a BDF/A file simply click onFile, pointto the
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arrow next to Save As, and choosePDF or XPS. ChooseéOptimizefor Standard
(publishing online and printing), click onOptions, sekd the 1ISO 190(-1 compliant
PDF/A andclick OK. This setting ensuies thatall conversioncriteria are met.

PDF conversion for MAC users
MAC users must use Adobe Acrobat Pro to convert a text document into PDF/A
file. This software is available at all computer labs on campossave a
documentas a DF/A file simply click onFile, pointto the
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arrow next to Saveas other, and chooseArchivablePDF (PDF/A).

To save aWordPerfect documentas a BDF/A file simply click onFile then
Publish toPDF. From dop down PDFstyle menuchoosePDF/A-la-Level A
compiance and Save. This setting ensuies thatall conversioncriteria are met.

LaTeX userswill need to use he pdflatex tool to conwert documents tdPDF.

More informationis aailableat http://www.tug.org/texlive/ and

http://www.tug.orag/begin.himl .

Whatever conversion ol is closen, makesurethe final PDF document fas been
chedked beforeit is submitted. Do not assime that if thefinal Word or otherfile looks
fine, the PDRwill befine. Lookat charts, graphs,and any graphics files trat were
imported into the deument, and lookfor correct conversions offonts anddiacritical

marks suches accents.

Supplenentary Materials

Supplenentary materials may consist ofany additional resources that coulde
usedto support dhesis or disstation. Thismateria includes, butis not Imited to,
compex digital objeds such as images, video,and audio. If you do inclde
suppkementry materials for your thesisor dis®rtation, plesseincludealist of these
materias dter the Appendix Sedion (if applicable) in your document.

In addition to the disseation orthesis docurent, supplerentary materials may be
uploadkd in Vireo. The author should be mindful of #ir role in the lmg-term

preservation and accessbility of the suppkementry matria. Choosingstandard and
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commonly usedformats will increasethe likelihood of suaessful migration to future
technologies. Thefollowing formats ae recommended for the lang term preservation of
suppkementry matrial:

For images: PNG, TIFF, JPEG, GIF;

For audio: WAV, MP3, AIFF, MIDI;

Forvideo: MPEG,AVI, MOV.

For spreadsheets or ditasets: comma-separated values orotherdelimited ext.

Authors ae also welcometo subnit supplenentary maierial in theiroriginal
format if thestandrd formats do not pnade thebest representation of heir work. The
stanard format copy may beretained as anarchival copy, while theauthad srefered
format will bethe accessble copy.

Tednica Suppat

For technicd suppat pleasecontact ITAC orthe Alkek Library Compuer Lab.
ITAC is open Mondy - Friday, 7:30 a.m. to 6 .n. 245ITAC (4822),

http://www.tr.txstat.edufitac.html.

For asgstarce converting dacuments tdPDF, contad Steplhanie Larrison,

Librarian, at Larrison@xstae.edu or 512-245-8613.

TheAlkek computer lab hoursare the sme astheLibrary hours of operation,
with thefollowing exceptions:

Thecompuer lab closesl5 minutes pior to theclosing of theLibrary.

Thecompuer lab remains clogd unil 10:30 A.M. onFriday mornings dueto
routinemainterance.

See http://www.library.txgtate edu/about/hours.ntl for Library hous.
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CHAPTER X

REMINDERSAND CHECKLISTS

Pleaserefer to the folloving chedklists kefore submiting the tresis or dissrtation

to the Graduate College. Chedk each bulet as thetemis compleed. This will help sve

time duringthefina editing process.

Title Page

V Examplein Appendix D

)l
T

2 inch top megin.

Do not useébold onthe page.

Titlein all CAPSand double s@acel in an irverted pyramid if morethanoneline
is required.

University name is shavn correctly (Texas StateUniversity).

Degreetype of previously earned degreg(s) is abbreviated correctly (B.S., M.S.,
etc.) after stucen t riamse.

Graduation morth (Decembe, May, or August) and year arecorred.

Names ofcommitteemembes ae spelled correctly.

Copyright Page

V Examplein Appendix D

1
T
1
T

2 inch top magin.
Thetext on th's paje must becentered.
ACOPYRIGHTO is theonly word onthis pagethat is in béd and all CAPS.

Doublespae between al lines oftext.
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1 Degrees ard/or titlesare notincludedwith the studn t @me. n

Far Use and Authad sermissionStatementPage

V Examplein Appendix D
1 2inch top magin.
1 AFAIR USEAND AUTHORG& PERMISSON STAT EMENTOheaingin all
CAPS, bold andcentered.
1 Only oneof thetwo staementchoices for Duplication Permissionis included on
the mge.

Dedication Page

V Examplein Appendix D

1 2inch top magin.

1 If adedication pageis included,formating is not equired to follow any spedfic
guidelines, otlr than conformingto the required margins of front metter and
heading style. Itis sug@sted to uséormatingthat is smilar to ather sedions of
the da@ument(same font, etc).

Acknowledgements

V Examplein Appendix D
1 2inch top megin.
1 AACKNOWLED GEMENT S0 healingin all CAPS, bold andcentered.
1 Thisis thefirst numbered page. Thenumtber appeas within thefooter, centered

and is alower caseRoman numeal.
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Table of Contents

V Examplein Appendix D.

il
il

2 inch top megin.

"TABLE OF CONTENTS" healingin all CAPS, bold anccentered.

Dot leaders with aright tab, not pe&iods, are usedto conned headings with page
numbes.

Page numbers correspand exadly to thetext.

Healings, chaptetitles, andsublealings apea exadly as inthe tet.

Chaptears ae numbeed and numbeng is consisént between theTable of
Contentsand the &xt. BtherRoman orArabic is accepteble, butit must be
consistent.

If onesubleading at agiven lewe is included,all subkealings at that level must
beincluded.

Page(s) numbeed; number appears within thefooter, centered and is alower case
Roman nureral.

List of Tables, List of Fiqures, etc.

V Examples in Appendix D

T
il

2 inch top megin.

Healingisin al CAPS, bold andcentered.

Dot leaders with aright tab, not peiods, are usedto lead to page numbes.
Page numbers correspand exadly to thetext.

Titles of &bles/figures gpea exadly as they arein the &xt.

Theentiretitle of eadh table/figure is included. Only the tile is included, the
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description of thecaption is notincluded in thelists.
1 Page(s) numbeed; number appears within thefooter, centered and is alower case
Roman nurerdl.
Abstradt
V Examplein Appendix D
1 2inch top megin.
1 RAABSTRACTOhealing inal CAPS, bold anccentered
1 Page(s) numbeed; number appears within thefooter, centered and is alower case
Roman nurerdl.
Text

Margins and Rgination

1 1inch top megin for all pages.
1 All left margins ae set at 1 ¥z:for binding purposes. All other margins ae 1
inch.
1 Useflushleft alignment(creating uneven right margin).
1 All pagenumbes will be Arabic nunerals andcentered in thefooter. Thefirst
page of thetext will start at 1.
adn
T All textis doublespaced except where single spaang is appopriate. Sngle
spaingis allowed for:
0 Subhedingsthatcarry over ontotwo lines.
o0 Tableand figuretitles and cgptions.

0 Reference entries intheliteraturecited sestion.
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0 Block quottions.
o Footnades.

Grammar and Punctuation

1 Grammar, punctuationand spelling mustbe correct.

1 Usetheword datacorredly. Data is plual (datumis sngular). Thetext should
read: datawere (not datawas), thesedata (not this da#), etc.

1 Acronyms andabbreviationsappea corredly in documert.

0 Anyusageof "et a." appeas correctly in text, with the period after a.
o0 Acronyms andabbreviationsare fully spelled ot thefirst time mertioned
in thetext or included inalist of abbreviations.

1 Commas andperiods ae inside quotationmarks.

1 Semicolonsand colonsare outsde quotationmarks.

1 Beconsistent in sging after punctuationthroughoutthetext. Punctuationat the
end ofasertence shouldpreferably befollowed by two spaces (some syle
manuwals and sholarly journals spedfy one spae).

1 Texas StateUniversity is referenced correctly. The first time the university is
mentioned irthetext, it mustappea as Texas StateUniversity. Theredter, the

name ey appea as Texas State ifan abbreviation is desired.

Heaings andSubheadings

1 Hedaings/sublealings must be woded exadly the samein both the Bble of

Contentsand text.

1 Subheaing format gyle is consistenemongchapters.
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Tables,Figures, |llustrtions,etc.

1 Titles on theables, figures, illustrations,etc. mustmaich the ttles in the Ist of
tables, listof figures, listof illustrations,etc.

1 Table titlesand descriptionsare placed above thetables.

1 Figuretitles and @scriptionsare placed below the figures.

1 Captionsshould besppraximately the sme width asthe nergins of the &éble or
figure.

Citations in theText

1 Follow theguidelines inthe apprapriate gyle manual or scholarly journal for
formatingcitations.
1 Beconsistent irtitation format withn and amongchapters.

Literature Cited

1 Sedion may also bereferred to asBibliography, Rderences, Works Cited, etc.

1 Follow theguidelines in theppropriate gyle manual or scholarly journal for
formating citations.

1 Do not divdean individual entry between pages.

1 Useconsistery in spacing (one spaceor nospace) between authad s tials.n i

1 Ched to make sureauthoré samesare spelledcorredly.

1 Ched to make suredatesare correct and natch thosecited in text.

1 Chedk to make suretitlesof works citedand page numbers are corred.

1 Useblack font throughout the literature cited sedion, includingany website

listed.
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APPENDIX A: FORMS

Master6 Begree Forms:

1 Proposd ThesisReseach Form

1 Thesis Chair/Committe®lember Change Request Form

1 Maser's Compehensive Exam Form

1 Thesig/Dissertation Conmittee Approval Form

Ph.D./Ed.D. Degree Forms:

¢ Form 171 Disseatation AdvisorAssgnmentForm

¢ Form 271 Dissatation Committee Reguest Form

¢ Form 37 Doctoral Compiehensive Exam Form

¢ Form 471 DisseatationProposl Form

1 Form 571 Defenseof Dissertation Proposl Form

1 Form 671 Application for Advancement toCandidacy

¢ Form 771 Disseatation Defense Report Form

1 Thesis/Dissertation Conmittee Approval Form

¢ Disseatation Advisor/ConmitteeMember Change Request Form
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APPENDIX B: VIREO ON-LINE SUBMISSION INSTRUCTIONS

With theVireo system, thehesigdissertation submision andreview prooesses
are competed entirdy on-line. Thesubmision pracessis afive stepprocess.
Instiuctions foreach of thefive stepsare provided below. Youwill be notified by email
once the submis®n iscompete and recaved by the Graduate College. Once your thesis
or dissertation is eviewed by the Graduate College, you will be notified by email if
revisionsare required. Thesystemrequires thatweusethes t u d eexasShate T
University email account, so itis very important that the student egularly cheds the
Texas Stateemail fromthetime ofthesis or disartation submision to notification from
the Graduate Collegethat the document isapproved. Instrictions tocompete the
revision pracessare included below.

TheLibrary will retain aprint copy of the studends thesis or disstation for their
circulating colledion and a microfilm cqpy for the University Archiveseven if an
embago is placed on thethesigdissertation. Supplementary files are excluded from this
policy.

Students suimitting in Vireo are not required to subnit paper copies tothe
Library. However, astudent has theption oftaking oneor mare printedcopies to the
Circulation Desk of Alkek Library to be boundor persoral use. Somenograms lequire
the studat deposit dard-copy with thedepartment. If your program hassuch a
requirement,you will need to providethe department with a boundopy. Thestudent
will pay the bindng fee at the Circulation Desk of Alkek Library for personal and

departmental copies.
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Prior to beginning the sibmisgon processthestudent shadl do thefollowing:

1 Conwert thesisor dssetation to a PDRsee page 53 of this Guidefor
instructions).

1 Discusstheembago options with the Chir of the committeeand deade the
option to €lect.

1 Select several key words.

1 HavetheTexas Stateemail addess ofyour CommitteeChair in hand to engr.

Contact Dr. Eric Paulsoret ep27 @istak.edu or Bryttne Lowden at

bl1191@xkstate.edu or 512-245-2054 ifyou have any questions egarding submtting

your thesis or disstation usingVir eo.
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To begin the on-line submission:
Although otherbrowsers may be usel, thesystemworks best with Firefox.
Pleaseclear your cache and cookies lefore opening the lwowser. To log onto Vireo go

to thefollowing URL: https//etd.ibrary.txstat.edu/vireo.

You will seethefollowing screen:

Login
> 4 T E X A S THESIS & DISSERTATION
DIGITAL LIBERARY SUBMITTAL SYSTEM

Welcome to Vireo the Thesis
& Dissertation Submission System at Texas
State University

Once your committee has approved your final thesis/dissertation and signed the Signature Page, you are ready to submit
your document to the Graduate College for review. This submission process is fully electronic, and is made through an
online application developed and maintained by the Texas Digital Library, in conjunction with the Texas A&M, MIT, and
e,

To get started with your submission, click the link below. You will be asked to authenticate using your Texas State MetiD:

Start your submission

Click onStart your Submision.
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TEXAS¥ STATE
UNIVERSITY
SAN MARCOS

The rising STAR of Texas

Texas State Authenticated Access

Login to Service Provider urn'mace:tdl org:shib:spilabs.tdl org

Use of computer and network facilities owned or operated by Texas State University-San

Username: L Marcos requires prior authorization. Unauthorized access is prohibited. Usage may be
P d: Ir subject to security testing and monitoring, and affords no privacy guarantees or
assword: L expectations except as otherwise provided by applicable privacy laws. Abuse is subject to
LOG ON criminal prosecution. Use of these facilities implies agreement to comply with the policies
of Texas State University-San Marcos.

Enter your Texas StateUsername and Passwad.

If thefollowing saeen is encounteed, sekct TeRas StateAuthenticadedAcces s . 0

Login

THESIS & DISSERTATION

VI R EO SUBMITTAL SYSTEM

Please select an authentication method

Please select one of the available authentication methods.

Users who are not able to use other options should select this option to login
with Vireo account.

Vireo Account

Users who are currently active with the university may login using the
Shibboleth protocol to provide secure attributes about the user.

Texas State Authenticated
Access

You can begin your submission and §ou do noffinish, eturn to it at dater time

to completehe submissn.
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Thisis the topof thescreenyouwill seeafter you click "Start yoursubmittal". The

graduationsemesterfor which submissionsarebeingaccepteds indicatedin red.

Currently accepitng submissionsfor the August2010 semestr.

{. erify Youl f.>\  License f.>\ Document fA\ Upload Confirm
\ Information \I:J Agreement \.VV Information \;!1 Your Flies & Submit

71



Step 1isto verify and fill in your persoral information. Some irformation wil popuate

automaticdly, and therestyou reed to enér. Any field marked with an *is required.

Currently accepting submissions for the August 2010 semester.

/.D Verify Your
L Information

Verify Your Information

Y dlow notes
4 provide
Please verify all of your personal informati me of the information has X i important
been .::rg;'wrvjed by you will need to T urhamers ol anpeartes — directions to
correct i N .
- o R i ; \ guideyou
Required fields are indicated with an asterisk. Sreatin _ tthUgh the
i submittal
Personal Information process
* First Name: Paula s

* Last Name:  Williamson

* Email: pw04@txstate.edu

Your university email addressis the @fault contact addess where wewill send
emailsregarding your submission.If your name or any informationthat you cannot

changeis incorrect, please compete your submital then contact Dr. Paulson at

ep27 @kstak.eduin the Graduate College Office and wewill correct any errors.

Scrolling down thepageyou will seethefollowing fields:

Affiliation

* School:  Texas State University

* College: | __ choose b
* Department: | _ choose i
* Degree: |- choose "}
* Major: choose b
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Usethe dop down nenus toselect your College, Department, Degreeyou are
pursuirg, and your Magjor.

Next completethesefields:

Phone & Address

* Permanent
Phone:

* Permanent
Address:

| Save and Continue >> |

If you have a permanent email addess, peaseprovide thet addess so thatve
may contact you inthefuturewith communcaions suctes theGraduate Sudent Alumni
Survey.

Click on Save and Coninueto move to the ext screen.
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Step 2 istheLicense Agreement.

Currently accepting submissions for the August 2010 semester.
@ VerffyfVYour \ ) License > Document 7) Upload = Confirm
Information / @) Agreement =/ Informatior Your Files . & Submit

This agreementadknowl edges your copyright of the naterial as theauthor. It

provides theAlkek Library the ron-exclusiverightsto kegp acopy of your work
available in the uniersity repositay. Sinceit is a nam-exclusive license,you are freeto

publishyourwork in other venues.

License Agreement

You must agree to the non-exclusive license below in order to continue:

I grant the Texas Digital Library (hereafter called "TDL"), my home institution (hereafter called "Institution”), and
my academic department (hereafter called "Department”) the non-exclusive rights to copy, display, perform,
distribute and publish the content | submit to this repository (hereafter called "Work") and to make the Work
available in any format in perpetuity as part of a TOL, Institution or Department repository communication or
distribution effort.

I understand that once the Work is submitted, a bibliographic citation to the Work can remain visible in perpetuity,
even if the Work is updated or removed.

MOTE: If the Work has confidential or sensitive material and title or abstract should not be searchable by
browsers and harvesters, do not accept this license. Instead contact Stephanie Larrison, Librarian, at
larrison@txstate.edu or (312) 245-8613.

I understand that the Work's copyright owner(s) will continue to own copyright outside these non-exclusive granted
rights.

I warrant that:

1) | am the copyright owner of the Wark, or

2) | am one of the copyright owners and have permission from the other owners to submit the Work, ar
3) My Institution or Department is the copyright owner and | have permission to submit the Work, or
4) Another party is the copyright owner and | have permission to submit the Work.

Based on this, | further warrant to my knowledge:

1) The Work does not infringe any copyright, patent, or trade secrets of any third party,
2) The Work does net contain any libelous matter, nor invade the privacy of any person or third party, and
3) That no right in the Work has been sold, mortgaged, or otherwise disposed of, and is free from all claims.

1 agree to hold TDL, Institution. Department, and their agents harmless for any hability arising from any breach
of the above warranties or any claim of intellectual property infringement arising from the exercise of these
non-exclusive granted rights.

~/ [Jey checking here you agree to the above license in its entirety.

| Agree and Continue>> |

You mustched the boxaboveagreang to thelicense tocontinue.
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The ProQuestLicense Agreementis applicable only to PhD.and Ed.D. students.Masters

studentsmay disregard. All PhDsand EdDsmust be submitted to ProQuest.
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