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INTRODUCTION 
 
Congratulations!  You have arrived at a significant step in the pursuit of your Honors Baccalaureate:  
writing your thesis.  It can represent the most rewarding experience of your education thus far if you 
approach it with the sense of responsibility it requires. Having devoted considerable effort to the 
conceptualization and execution of your senior project, you face the task of communicating the 
results of your scholarship.  Your UHC thesis must describe clearly and completely the goals of the 
research project, as well as the theories tested, methods used, results obtained and conclusions 
drawn.  Various disciplines have standards of their own and it is the intent of the UHC to permit 
students to adopt genre and styles consistent with their academic disciplines.  In all questions of 
substance, the discipline is the guide; talk to your mentor. 
 
You need to be mindful of time constraints, underestimating how much time is required for 
formatting and preparation after the research is completed is a common problem.  As a “rule of 
thumb,” it takes longer than you might expect and the end is always a crunch.  At every stage you 
will be well served by maintaining close contact with your mentor. 
 
Your thesis, and anything resulting from it, represent your contribution to the knowledge of your 
field.  Therefore, the thesis must be written in a style and format that are acceptable, consistent, and 
readily understood—which is why your thesis must conform to the requirements in this guide.  The 
well-written thesis not only reflects favorably on you but also on your committee, the University 
Honors College and Oregon State University. 
 
This guide should answer your questions about thesis preparation.  We recommend that you read 
through it in its entirety before you begin writing your thesis.  If you have specific questions that still 
are not answered, please contact the University Honors College at 737-6400. 
 
Although we have made modifications, the UHC borrowed heavily from the Graduate School’s 
Preparing a Thesis or Dissertation at Oregon State University:  a Graduate Student’s Guide. That 
document is available in the OSU Bookstore should additional information seem helpful. 
 

YOUR MENTOR AND YOUR COMMITTEE 
 
Your thesis committee is an invaluable source of wisdom and insight, but so, too, are peer writing 
groups in which students share jointly in the experience of scholarly writing.  If you are a writer who 
might benefit from being in a writing group you should check with your colleagues and try to form 
such a group. Other writing coaches are also available and if writing is not your strong suit, don’t be 
shy about seeking advice.  Talk to the Honors writing instructor; he is a good resource. 
 

MENTOR 
 
Most students find that their mentors (sometimes called major professors, or thesis advisors) not 
only help with the conceptualization and execution of their senior project, but are a vital resource 
during the writing phase.  Mentors will have been involved from the outset and it is their signature 
that is affixed to the proposal filed with the UHC.  Mentors must be senior instructor or tenure-track 
faculty at OSU.  They become the faculty member with whom students develop the strongest bond 
and have the most active working relationships.  Co-mentors are acceptable if appropriate because of 
interdisciplinary work or dual majors. Regular communication is essential to your success. 



 

 

As you approach a faculty member about being your mentor please explain that the UHC thesis 
requirement is designed to promote independent scholarship and might be thought of as the 
baccalaureate-level equivalent of a Master’s Committee (mostly they will be familiar with what that 
entails).  You should select a mentor on the basis of his or her expertise, congruence with your 
interests, and on the prospect of having a good working relationship. 
 
Students will have a close working relationship with their mentors and regularly scheduled, frequent 
meetings regarding the thesis work are the norm.  It is up to the student to maintain that contact and 
it is not acceptable to merely present a completed document to your mentor and expect a signature.  
You should design a “work plan” in consultation with your mentor and stick to it. Discuss progress 
reports and submission of draft sections as well. Pick up a copy of the “Mentor Guidelines” and give 
it to those faculty members you ask to serve in this important role. 
 

COMMITTEE 
 
Working as a team, you and your mentor will select the other two members of your committee.  The 
UHC Council has approved what might be termed a “two thirds rule.”  That is, at least two of the 
members of your committee must be senior instructor or tenure-track faculty (one is the Mentor), but 
the third may be a Research Associate, community-based expert, or other qualified individual who is 
acceptable to your mentor.  Your committee must be three people but there is no problem with it 
being larger. 
 

STUDENT RESPONSIBILITY 
 
Although you will be guided in your thesis work by your mentor(s), your examining committee, and 
the University Honors College, ultimate responsibility for the senior project rests with you.   
 
You are responsible for gaining the information necessary to prepare your project properly, meeting 
the deadlines, and ensuring that the University Honors College copy of your project conforms to all 
requirements in this guide and a bound copy is in our office no later than the Friday of dead week in 
the term in which you will complete all OSU requirements.  There can be no exceptions to this 
deadline; Friday is the last day the properly bound copy can be received for Honors diplomas that 
term.  When you turn in the bound copy you must also provide an electronic copy for the OSU 
Library Digital Repository (D-Space) and sign the Copyright Release Form (see Appendix C).  
 
Because your project makes a professional contribution, you are responsible for taking a 
professional approach.  Doing so requires familiarizing yourself with the broader protocols of your 
discipline, and the world of research in general.  For example, you must acknowledge the published 
and unpublished work of others through proper text and bibliographic citation.  You must secure 
written permission to use copyrighted materials.  You must clearly state your objectives and 
conclusions and present your results in a lucid and succinct manner.  Bear in mind that the project 
will stand as a record of your written communication skills and your ability to see a major project 
through to a successful completion. 
 
Students working in the creative arts should work also closely with their mentors on the actual 
product(s), presentation and written summary that needs to be bound and filed with the UHC by the 
dead week deadline. 
 
Remember that all UHC theses are catalogued and are available for others to review, many have lead 
to publications, some to copyrights and all to a real sense of satisfaction and pride. The digital copy 
will be housed in the Valley Library collection, available for  use by library patrons. 
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PROPOSAL (THESIS STATEMENT) 
 
The proposal is a statement of intent for what you want to research, investigate, and pursue.  Formats 
vary in various disciplines but, generally speaking, the proposal establishes a clear focus by framing 
a research question.  These range from empirical research questions or hypotheses to a statement of 
intent in the humanities.  In every instance, the purpose or research question should be concisely 
stated and specific.  This “thesis statement” sets the parameters of your work. The proposal 
establishes the principal question you hope to address, establishes a context for your question, 
grounds it with an academic justification, and outlines what steps you are going to take toward the 
objective posed by the question. To the extent possible, you also want to indicate the findings you 
expect to discover. The goals or objectives should be clear to anyone reading the proposal whether or 
not they are steeped in your particular brand of research or investigation. 
 
Generally, proposals are no longer than 2 pages and will be invaluable to you later on when someone 
asks why you did not investigate or address another issue.  The response is that the proposal that was 
approved incorporated a particular design based on the question you had at that time, not some other 
question.  It is a contract, as it were, that helps protect the student.  The mentor’s signature should 
appear on the signature line of the proposal, above a typed version of his/her name. 
 

STAGES OF THE THESIS 
 
Regardless of format, your thesis will pass through three identifiable stages:  rough draft(s), 
examination copy and final bound copy. 
 

ROUGH DRAFT 
 
The first stage—the rough draft(s)—is meant solely to inform your committee about your progress 
on the project and allow opportunity to furnish feedback.  Therefore, the number and content of 
rough drafts are determined by you and your mentor.  Often times students will prepare multiple 
drafts of portions of the thesis prior to asking their mentor for feedback and before sharing the 
manuscript with the entire committee. Your goal is to put your best effort forward before asking 
others for a critique. Talk with your mentor about when to begin sharing your materials with the 
other members of your committee.  Do not ask your committee to correct spelling or grammatical 
errors that you should have caught yourself.  Seek peer critiques from other students as a way to 
identify areas that need further work. 
 
The University Honors College is not involved with the thesis at the rough draft stage.  It provides 
no guidelines for this draft and requires no copies.  The rough draft(s) are intended as a means of 
communication between you and your mentor(s) and as a progress report(s).  Your mantra should be 
“edit, edit, edit”. 
 

EXAMINATION COPY 
 
The next stage—the examination copy (often called the defense draft)—is the document on which 
your final oral examination is based.  You should submit one copy of this draft to each member of 
your committee a week to ten days prior to your final examination, but only after your mentor(s) has
( have) given you approval to do so.  This allows minimum time for your committee to review the 
draft and to schedule their reading in order to give your work the attention it deserves.  Recall that 
copies of any letters of permission granting use of copyrighted material must accompany the 
examination copy.   
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The examination copy must be typed, unbound in appropriate format.  It must contain an abstract, a 
title page, an unsigned approval page, a table of contents, lists of figures and tables (if any), main 
text including any figures and tables, a bibliography, and appendices (if any).  The examination copy 
should conform to all the requirements in this guide, though it does not need to be submitted on 
proper rag paper nor contain any signatures.  The more closely it conforms to these requirements, 
the easier it will be for you to finalize it as a bound copy.  In all likelihood, it should not be printed 
on the 25% rag (with the possible exception of the approval page). 
 

UHC BOUND COPY 
 
The last stage — the UHC (final) copy — is your examination copy revised according to your 
mentor’s recommendations following your final oral exam and according to comments made by 
your mentor(s).  The UHC copy must conform to all the requirements in this guide.  Proofread it 
carefully.  All signatures must be affixed before the copy is delivered to the UHC for the Dean’s 
signature. The deadline for delivery of the bound copy is Friday of “dead week” of the term you 
plan to graduate. No exceptions are possible. 
 
Summer term graduates must meet the same schedule based on the 11-week term timetable.  
 
The UHC bound copy of your thesis (see Photocopying and Paper under Style Requirements, pg. 10) 
should be manual tape bound (black tape), with covers (front and back) of marbleized card stock 
(90#), available at Kinko’s or University Printing in Cascade Hall.  Examples may be viewed in the 
UHC. 
 
Digital  (electronic) copy may be submitted as an e-mail attachment or on a disk (zip, CD, Etc), the 
signed Copyright Release Form must accompany the electronic submission.  
 

PARTS OF THE THESIS 
 
Regardless of variations in subject matter, the thesis includes a particular set of parts in an 
established order.  The rest of this section elaborates on and illustrates those parts; examples are 
provided in Appendix B.  Students working in disciplines that depart from these components should 
consult with the UHC and with their mentor in advance. 
 

FLYLEAVES 
 
The front and back flyleaves are blank sheets of paper that provide added protection for the text.  
They must be the same watermark rag paper as the thesis. 
 

ABSTRACT 
 
The abstract extracts the key points of your research, highlighting its purpose, methods, major 
findings and substantive conclusions.  It does not include figures, tables or citations.  Do not exceed 
200 words.  The abstract included in the bound thesis itself must contain the original signature of the 
mentor(s).  The mentor(s)’s name (without his or her title) must be typed under the signature line.  
Students working in the humanities or creative arts fields should consult with their mentor for 
appropriate abstract format.  The abstract is the last thing you write as a rule but it is not merely a 
rephrasing of the proposal. 
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Honors Baccalaureate of Fine Arts, Honors Baccalaureate of Science), followed by the official name 
of your major(s) (not department).  The official name of your major may be obtained from the 
current OSU catalog.  The presentation date is the date of the final oral exam. 
 
Your name must appear exactly on the abstract page as it does on the title and approval pages.  Be 
consistent if using a nickname, initials, or hyphenated surname.  Your first name should appear first, 
followed by your middle name(s), if any, and finally your last name(s).   
 
At the bottom of your abstract, skip a line, type the phase Key Words: list up to five key words, 
separated by commas, describing your thesis.  Also list your preferred corresponding e-mail address 
(see example p.17). 
 

COPYRIGHT PAGE 
 
This page is optional but recommended.  The date indicated should be the date when the copyright 
application was filed or the date of your final oral exam, whichever is earlier, as illustrated on page 
18, Appendix B.  See other procedural information about copyrighting.  The UHC does not claim 
copyright on UHC thesis projects. The inclusion of  your  thesis in the Digital Repository does not 
compromise your copyright.  
 

TITLE PAGE 
 
The title page must exactly follow the example given on page 19, Appendix B.  Do not underline or 
italicize the thesis title.  Use the complete name of the degree.  The presentation date is the date of 
the final oral exam; the commencement date is the June following the term in which your degree is 
awarded—for example, Commencement June 2003 for a degree awarded Spring term 2003, 
Commencement June 2004, for a degree awarded Summer term 2003.**  
 
Recall that your name must appear exactly on the title page as it does on the abstract and approval 
pages. 

FRONT COVER 
 

The information printed on the front cover of the bound copy (marbleized 90# card stock, blue-gray 
color) is an exact duplicate of the title page described above.  The title page can be photocopied onto 
the marbleized card stock. 

APPROVAL PAGE 
 
The approval page must exactly follow the example given on page 20, Appendix B.  List the mentor
(s) as “Mentor, representing [name your official major].”  If you have a dual major and a mentor(s) 
for each major, list one as “Co-Mentor, representing [name your first official major]” and the other 
as “Co-Mentor, representing [name your second official major].”  Do not list individual names or 
academic rank.  If you are doing an interdisciplinary project, list the mentor’s academic affiliation. 
 
The official major names can be obtained in the current OSU Catalog. For theses done within a 
standard academic discipline, list the department head, department chair, or chair of your program 
by his or her title (check OSU General Catalog if in doubt); do not include individual names or 
academic rank.  With dual majors, or interdisciplinary projects, see the UHC, but you may omit this 
signature line.  The signature line for the University Honors College should always read “Dean, 
University Honors College.”  That signature is the last one obtained, usually after all copies are 
bound. 
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When you submit the University Honors College bound copy of your thesis to the UHC, your 
approval page must contain all signatures including your own.  All signatures must be original, and 
it is the student’s responsibility to obtain all signatures.  Be sure to check on committee members 
availability well in advance. 
 
Use the complete name of the degree.  Recall that your name must appear exactly on the approval 
page as it does on the abstract and title pages.  Signing your name constitutes consent to shelve your 
thesis for public reference in the University Honors College, and have it indexed in the Valley 
Library. 
 
HINT:  If you have reason to believe your committee may be willing to sign-off at the time of your oral exam, 
you may want to consider having your signature page ready and on the correct rag paper.  Getting their 
signatures then may save you some leg work later on. 

 
ACKNOWLEDGMENT 

 
Because research is a cooperative venture, it is appropriate to acknowledge others who have 
substantively supported or assisted you.  At the least, acknowledgment is a professional courtesy in 
the world of research to those who have helped guide your project. 
 
Although this page is optional, we recommend that students include it, thanking faculty and staff 
members, fellow students, relatives, and funding agencies.  The exact content of your 
acknowledgment is up to you.  You may wish to consult your mentor(s) or other theses to determine 
what an acknowledgment should contain. 
 

 
CONTRIBUTION OF CO-AUTHORS 

 
This page is included only when a group project has formed the basis of your individual written 
thesis.  In some areas, like many Engineering disciplines, group projects are common and perfectly 
acceptable by the UHC, provided the UHC student is integral and provides unique contributions 
necessary for a thesis project.  If the thesis is in manuscript format and has authors besides yourself, 
you must identify their contributions here.  It is recommended that you consult your mentor(s) when 
preparing this section.  Group projects are entirely acceptable but individual theses are required in 
all instances. 
 
While the student may have a cooperative or even published project as their senior thesis, the proper 
format and bound product is still required in an acceptable thesis format.  Ask questions of the UHC 
if in doubt. 
 

TABLE OF CONTENTS 
 
The main body of text, bibliography, appendix material (if any), and index (if any) are included, 
with corresponding page numbers, in the table of contents.  Pretext sections are not included.  Note 
the alignment of headings and subheadings in Appendix B, pps. 21-22.  If your discipline has a style 
manual that may be at odds with any part of this guide, that manual will provide the standard. Refer 
to style manuals published by the professional association in your discipline or discuss particulars 
with your mentor. 
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You must list all main headings in your table of contents.  You may choose to list subheadings down 
to a particular level—for example, the first and second levels but not the third.  Whatever 
subheading levels you choose to list must be handled consistently for all chapters. 
 
Headings and subheadings must appear in the contents exactly as they appear in the main body of 
text, but without text treatment (i.e., without boldface, underlining).  That is, they must use the same 
wording, spelling, capitalization, punctuation (if any), and typeface, as the body of the text.  If you 
use a numbered heading system in the text, the numbering must be included in the table of contents. 
 
If your Table of Contents exceeds one page, refer to the section entitled “Continuation Pages” on 
page 26 of the Graduate School’s Preparing a Thesis or Dissertation at Oregon State University:  A 
Graduate Student’s Guide for more details. 
 
If you have one appendix, use only the word “appendix” in the table of contents.  If you have more 
than one, the plural is “appendices,” followed below by the heading for each. 
 

LISTS OF FIGURES AND TABLES 
 
MAIN TEXT FIGURES AND TABLES 
 
If two or more figures (or two or more tables) appear in the main body of text, you must include a 
list of figures (or list of tables) after the table of contents.  Please refer to Appendix B, pages 23-24.  
This list is the aggregate of all figure (or table) legends, each legend preceded by the figure (or 
table) number.  Each legend must appear in the list exactly as it appears in the text (same wording, 
spelling, punctuation, typeface, and point size).  Figure (or table) numbers in the list of figures (or 
list of tables) must appear exactly as in the text.  We recommend you limit the length of legends in 
figure (or table) lists to keep the lists short.   In the lists, both figure (or table) numbering and 
associated page numbering must appear in order. 
 
Each list must begin on a new page.  When indicating the page number of a figure (or table) that 
occurs on more than one page, list only the initial page.  Were legends shown on the page preceding 
the associated figure (or table), list only the legend page.  See two alternative formats shown in 
Appendix B. 
 
APPENDIX FIGURES AND TABLES 
 
If two or more figures (or tables) appear in the appendix material, you must include a list of 
appendix figures (or list of appendix tables).  Format for appendix lists is the same as that for main-
text lists; likewise, each legend must appear in the appendix list exactly as it appears in the appendix 
text.  All other requirements for lists of main-text figures and tables also apply to lists of appendix 
figures and tables. 
 

LIST OF APPENDICES 
 
If you have two or more appendices, you may include a separate List of Appendices with your other 
pretext sections instead of listing each appendix in the table of contents.  Either way, your table of 
contents must list the “Appendix” or “appendices” section heading and the corresponding page 
number of your appendix heading insert page. 
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OTHER LISTS 

 
Should you include any computer disks, maps, or plates with your thesis or any lists of acronyms, 
abbreviations, schemes, or symbols for handy reader reference, you must include such information 
in the pretext sections following the table of contents.  Each list must be titled according to its 
contents and begin on a separate page.  Other lists may differ from the list of figures (or list of 
tables) in that they need not include page numbers for the items listed or other numbering schemes. 

 
DEDICATION 

 
This optional page is used if you wish to honor someone who has significantly influenced your life 
or career.  Dedications are usually made to a relative or close friend, living or dead.  They typically 
are quite short;  for example, “This thesis is dedicated to the loving memory of my mother and 
father, thanks for the money.”  If necessary, consult your mentor(s) for guidance on what is 
appropriate. 
 

PREFACE 
 
This optional page can be used to explain your research rationale, provide relevant background not 
included elsewhere for readers, or present other explanatory information.  Students in the humanities 
or creative fields may use the preface to establish the context for their project. 
 

THE MAIN BODY OF TEXT 
 
The main body of text and its accompanying figures and tables are your thesis work per se. 
 
The project title must be repeated atop the first page of the main body of text, centered at the top 
margin. 
 
The main text is subdivided into major sections, which are considered chapters.  Each chapter, 
denoted by a heading, begins on a new page. See examples in the UHC if you have questions.   
  
Chapters are further divided into subsections, each denoted by a subheading.  Subsections within a 
chapter do not begin on a new page regardless of thesis format.  Discuss all questions with our 
mentor or refer to the style manuals in your discipline. 
 

BIBLIOGRAPHY 
 
The bibliography lists publication particulars about all work cited in the main body of text or 
appendices.  Each citation must be accurate and complete enough for readers to find its source in 
ordinary library references.  Unpublished sources must be clearly described with enough information 
(e.g., author’s name, address, and phone number) so that readers can trace and verify the source if 
necessary.  Style of bibliographic entries is determined by the discipline--consult your mentor if in 
doubt.  One example is given on page 25, Appendix B.  Consistency is the rule. 
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In the professional literature of some disciplines, bibliographic entries are combined with traditional 
footnotes and listed as “endnotes.”  If you use endnotes, you must use the standard style in the 
established literature of your major. 
 
In manuscript format, each chapter (article) may contain its own reference section, located at the 
chapter’s end, in addition to the comprehensive bibliography at the end of the thesis (which includes 
all items listed in each chapter reference section).  Although chapter reference sections may be 
styled differently (to accommodate the different journal specifications), a common style must be 
chosen for the comprehensive bibliography.  Check with your mentor for appropriate disciplinary 
standards.  For most theses, a final bibliography should be sufficient. 
 

APPENDIX OR APPENDICES 
 
Lists of terms, definitions, questionnaires, and other supplemental information useful but not 
essential to the main body of text may be included in an appendix or appendices.  If the thesis cannot 
stand on its own without this material, then the material is not an appendix and should be 
incorporated into the main text. 
 
Insert a numbered page, with the word APPENDIX or APPENDICES centered about one-third of 
the way down from the top margin, after the last page of the bibliography and before the first page 
of actual appendix material.  If you have several appendices, each must start on a new page.  
Appendices may be distinguished by letter or number. 
 

INDEX 
 
Although most UHC projects do not contain this optional section, it may be important or necessary 
where the thesis is particularly long or resembles a textbook.  An index begins on a new page and 
should conform to a style found in any standard textbook, with key words alphabetized.  Because 
indexing is a specialty all its own, we recommend you consult someone knowledgeable about it 
before constructing your own index and/or check out the various computerized indexing programs. 
 
 

STYLE REQUIREMENTS 
 
The following style requirements apply to all UHC thesis projects.  Do not rely on bound library 
copies of completed theses as models for correct formats, but check with the UHC if in doubt.  

 
LANGUAGE 

 
The entire project must be written in English.  Exceptions may be made, if appropriate, in appendix 
material, dedication, or acknowledgment pages only. 
 

STYLE MANUALS 
 
Numerous style manuals detailing publication formats are available to assist you. (See OSU Book 
Store Reference shelf.) Many of you will find that the specifications in this guide are sufficient and 
that you do not need to refer elsewhere.  But if you do need additional details about a particular 
topic, a style manual can be quite helpful.  In general, the specifications in style manuals should not  
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conflict with those in this guide.  However, if they do, please discuss potential issues with the UHC. 
 
You should review standards used in the literature of your field and discuss with your mentor(s) 
which style manual might benefit you most.   
 
The following well-known style manuals are readily available at bookstores and libraries.  Newer 
copies may be available. 
 

A Manual for Writers of Term Papers, Theses, and Dissertations, 6th Ed., Kate L. 
Turabian, University of Chicago Press, Chicago, 1987 or newer. 

 
MLA Handbook for Writers of Research Papers, 3rd Ed., Joseph Gibaldi, Walter S. 
Achtert, The Modern Language Association of America, New York, 1988. 
 
Publication Manual of the American Psychological Association, 4th Ed., American 
Psychological Association, Washington DC, 1995. 
 
The Thesis Writer’s Handbook, Jean I. Miller, Bruce J. Taylor, Alcove Publishing Co., 
West Linn, OR, 1989. 
 
Scientific Style and Format, Council of Biology Editors, Inc., Chicago, IL, 1994. 

 
The Chicago Manual of Style, 14th Ed., University of Chicago Press, Chicago, 1993. 

 
PHOTOCOPYING AND PAPER 

Because your project will become part of the University Honors College’s permanent collection, it 
must be printed on archive-quality paper.   
 
You must photocopy or print the entire original of your project onto white paper that is 16 or 20 
pound (standard) 8-1/2 x 11 inches, 25% or more rag content, and of uniform make and 
watermark (all rag paper has a watermark).  The same paper should be used throughout the entire 
document, including the front and back flyleaves, except for oversize material or (possibly) color 
copying.  You should buy more rag paper than you think you will need; some corrections almost 
always are required, and each corrected original page must be photocopied onto the same rag paper.  
Save the rag paper for the final, bound version. 
 
Photocopy or print onto one side of the page.  Recall that, as materials are bound, print appears on 
the right-hand page only. Photocopies must be clear and straight with good print density.  They must 
be free of smudges resulting from dirty or scratched copy-machine glass.  Quality varies among 
local copy shops, so we recommend you shop around before having your project reproduced.  The 
front of the thesis cover should carry an exact reproduction of the inside title page. 

 
BINDING 
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Top, right-hand, and bottom margins:  1 inch 
 
Text should begin on the top margin.  If you justify the right-hand margin, you must do 
so consistently throughout the entire document (except within figures and tables). 
 
The image area should be 6 x 9 inches.  The thesis title and all other material (including 
footnotes, figures, tables, and legends) except page numbers must be kept within the 
image area to permit proper binding. 

 
PAGE NUMBERING 

 
The main body of text, bibliography, and appendices (if any) are numbered with Arabic numerals 
placed two single spaces above the top margin (invading the one-inch margin) and flush with the 
right-hand margin.  Page numbering must be continuous, beginning with page 2 of the main body of 
text (page 1 is counted, but not numbered).   
 
Although pretext pages are normally left unnumbered, you may opt to number those pages after the 
approval page and before the main body of text with lower case Roman numerals, beginning with 
“i.”  If you choose to number your pretext pages, you must number them all. 
 

SPACING 
 
The abstract, acknowledgment, contribution of authors, dedication, preface, and main body of text 
must be double spaced. The bibliography, lists of figures and tables (main text and appendices), and 
other lists must be single spaced, but double spaced between entries.  The table of contents, 
copyright, title, and approval pages should follow examples given in this guide.  Appendixes must 
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tables, images (print and line art) must be clear and legible. 
 

DIRECT QUOTATIONS 
 
Direct quotations up through five lines are included as part of the text body and enclosed by 
quotation marks.  Longer quotes are indented, single spaced and set off from the main flow of the 
text.  Include appropriate citation with quote. 
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TIPS FOR WRITING SUCCESS 
 

COOL-DOWN 
 
As you finish writing parts of your thesis, shelve them—let them “cool”—for as long as practical.  
Several days is a minimum; a week or two is ideal.  Cool-down  allows you to mentally disengage 
from the composing stage of writing and transition to the editing stage—the stage in which you 
scrutinize and revise what you have composed.  Gaining the perspective that cool-down affords 
helps you spot and correct faults in fact and logic, flow and trim unnecessary words.  The more 
times you can set your writing aside to cool, the better the finished project.  Multiple edits are 
entirely normal. 

PROOFREADING 
 
Errors can and do creep into drafts at every stage and after every round of keyboarding.  So careful 
proofreading for accuracy and consistency is essential.  Do not ask your mentor or committee to do 
the kind of basic editing that is more properly the author’s responsibility. 
 
Scrutinize text for typographical errors in content, words or whole lines inadvertently dropped, and 
format inconsistencies.  Even when working on a word processor, never assume that because the 
text was perfect in the last revision it remains perfect in the current one.  Remember also to 
proofread figures and tables, as well as lists of figures and tables, and to cross-check illustrations 
and lists against the main body of text for consistency and completeness.  Also cross-check headings 
in the table of contents against those in the main body of text to ensure a perfect match. 
 
Do not try to proof for everything at once.  Instead, proof in several rounds—for example, one round 
for accuracy of content, another for text fluidity and continuity, yet another for format consistency.  
A complex format may require more than one format round. 
 
For best results, proofread when you are fresh.  If you proof when tired, you will miss a lot.  You 
may find it helpful to have a friend or colleague also proofread your material.  Peer critiques may be 
helpful too but generally they should focus on substantive issues. 
 

WRITING RESOURCES 
 
We all know the dictionary so well we tend to take it for granted.  Don’t!  Use it to double check 
spelling and meaning. 
 
A thesaurus is handy for finding synonyms to enrich your writing vocabulary. 
 
Go to a bookstore and browse the shelves for a book or two on writing.  Choose a book that invites 
use, and tailor what you choose to your weaknesses and true level of interest.  Because it is a 
reference book, keep it within arm’s reach.  You may want to ask your mentor(s) for a 
recommendation. 
 
Remember that you are surrounded by people who have written or are writing theses.  Talk with 
them; discuss problems you have encountered; form a writing group; confer with people (especially 
your mentor) who contribute to the scholarly literature. Your fellow writers are both a resource and 
an ideal support group.  Every faculty member is familiar with scholarly publications in a given 
field, talk with them about proper voice and style and ask for any tips they have.  Scholarly 
standards are living things and are constantly changing.  Writing groups work well for some writers. 
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COMMON THESIS PROBLEMS/PITFALLS:                                   
AN EXAMPLE FROM SCIENCE 
 

 1.  A lack of definition of the problem and never stating the question/hypothesis in a 
        concise thesis statement. 
 
 2.  A lack of recognition of the audience, i.e., whether the writing is for a committee, 

journal, non-science readers, etc. 
 

 3.  A poor understanding of the proper contents for the thesis components:  abstract,  
introduction, materials and methods, results, discussion, and literature cited. 

 
 4.  Insufficient elaboration of points. 
 
 5.  A lack of explanation as to why a particular organism is being studied.  Does it have 

peculiar characteristics that make it easy to study or is it an important model? 
 
 6. Failure to identify the exact issue under investigation in detail (e.g. an organism’s 
sex, 

stage, weight, characteristics, phylogeny, etc.). 
 
 7.  In the life sciences and certain aspects of biology, improper recording of genus and  

species; lack of underline or italics and capitalization of both the genus and species 
are common errors.  Eimeria nieschulzi or Eimeria nieschulzi would be correct. 

 
 8.  Switching of tenses and persons, i.e., past with present, an I with we with it.  (See 

earlier section on use of style manuals.) 
 
 9.  Insufficient detail in the materials and methods. 
 
10.  Improper citation of references in the text. 
 
11.  Inadequate references (keep careful records; it will save much effort at the end). 
 
12.  Inaccurate/inadequate labeling of tables and graphs. 
 
13.  Omission of units in the text. 
 
14.  Use of naked decimals (use 0.40 not .40). 
 
15.  A lack of understanding of statistics. 
 
16.  Failure to write succinctly. 
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