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Additionally, the G hand with the Application Support
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one-on-one consultations via Zoom, relating to the thesis and dissertation formatting templates.

%



http://www.graduateschool.ufl.edu/media/graduate-school/pdf-files/Guide-for-ETDs.pdf
http://helpdesk.ufl.edu/application-support-center/
http://helpdesk.ufl.edu/application-support-center/etd-technical-support/workshops-seminars/
http://helpdesk.ufl.edu/application-support-center/etd-technical-support/etd-service-options/
http://helpdesk.ufl.edu/application-support-center/etd-technical-support/ms-word-and-latex-templates/

oversees the thesis and dissertation process, offering guidance @)
ensuring all master's theses and doctoral dissertations meet
UF’s high standards electronic submission and digital archiving

assists candidates organizing theses and dissertations
polish them into finished works, ready for publication.
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®* ASC Consultants work hand-in-hand with the Editors from the Graduate School to
/ answer any questions students may have when seeking their assistance.
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Offers guidance
regarding acceptable
Electronic Thesis and
Dissertation (ETD)
formats

Provides ETD
guidelines and
checklists

Provides editorial
document review and
review comments to
the student, chair, and
staff

Application

Support Center

Offers one-on-one
consultations within the
ASC lab and via email

to students and staff

Provides templates
and formatting
assistance to graduate
students free of
charge

Offers free training
sessions and
informational

workshops throughout
each semester

Answers general
questions via phone
calls to 392-HELP
(available 24
hours/day)




Provides clear
guidelines for
satisfactory
progress

Upholds standards

of graduate work
at UF

Takes responsibility
for own graduate
program

Helps to direct the Provides vital
coordination of the degree program Becomes
graduate programs information responsible
of the academic 5
e producer of

knowledge

Advises and guides
students throughout
degree program

Evaluates, oversees,
and verifies all
degree
requirements

Actively pursues
professional
development
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Editorial Office Deadlines:

Final
Submission is
made to the
Editorial
Office no
later than the
Final
Submission
Deadline

Final Clearance
of the
document must
be accepted by
the Final
Clearance
Deadline

http: raduateschool.ufl.edu/editorial /deadlines



http://graduateschool.ufl.edu/about-us/offices/editorial/editorial-deadlines/
http://graduateschool.ufl.edu/editorial/deadlines
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perfecting t

the final submission is made

Accordingly, it is the committee’s
and student’s responsibility to
ensure all formatting
requirements have been applied

appropriately throughout.

al
ice all
guidelines have been
d all appropriate
dissertation forms are recorded
with the Graduate School
Editorial Office.




e Two staff members review over
2000 students’ documents each
year.

Due to the multiple submission
stages, these documents are
eviewed numerous times
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Editorial Office Requirements: Doctoral Dissertation

Dissertation Checklist

Due by the first submission deadline:

Degree Application
(Student submits through their ONE.UF account.)

Transmittal Letter
(Student gains permission from Committee Chair
Department submits form via GIMS.)

Dissertation
(Student submits via GIMS—If in a draft format, it is likely to be rejected.)

Reference journal article
(Student submits via GIMS when submitting dissertation.)


http://graduateschool.ufl.edu/graduate-life/graduation/graduation-checklist/
http://graduateschool.ufl.edu/about-us/offices/editorial/editorial-deadlines/

Editorial Office Requirements: Doctoral Dissertation

Dissertation Checklist

Due by the final submission deadline:

Final Exam Form
(Department submits after successful oral defense.)

UF Publishing Agreement
(Student submits via GIMS.)

ETD Signature Page
(Department submits after final document approved by committee.)

Electronic Submission of ProQuest Publishing Agreement
(Student submits to ProQuest—UF is notified of submission by PQ.)

Confirmation of Completion of the Survey of Earned Doctorates
(Student submits SED directly—UF is notified of submission by RTI.)

Final dissertation
(Student submits the document in final format—no further changes expected on student’s behalf.)


http://graduateschool.ufl.edu/graduate-life/graduation/graduation-checklist/
http://graduateschool.ufl.edu/about-us/offices/editorial/editorial-deadlines/

Master’s Thesis Submission Steps

Work with the
ASC to Format
thesis to meet

your committee’s

stipulations and
the Graduate

School’s Editorial e Graduate

Office’s
guidelines School




Editorial Office Requirements: Master’s Thesis

Thesis Checklist

Due by first submission deadline

Degree application through ONE.UF

Orally defended master’s thesis

Final exam form posted by unit indicating successful oral defense
Reference journal article

Due by final submission deadline

UF Publishing Agreement
ETD Signature Page
Final thesis submission document


http://graduateschool.ufl.edu/media/graduate-school/pdf-files/Thesis-Checklist.pdf
http://graduateschool.ufl.edu/about-us/offices/editorial/editorial-deadlines/
http://graduateschool.ufl.edu/about-us/offices/editorial/editorial-deadlines/

The Traditional Dissertation/Thesis

Each chapter should be complete within itself and treats one of several aspects included in the
entire unified study. Accordingly, a general introductory chapter must be added as the first
chapter of the thesis or dissertation. A final chapter must be added that discusses results,
conclusions, or further research for the entire study. This requires a minimum of three
chapters. There is no page requirement, however.

As with all theses and dissertations, the submission document must be organized into one
unified whole and treated as one entire study. The body text must contain a clear
introduction; the main body chapters (including tables and figures), in support of that
introduction; and a final summary of outcomes and/or conclusions, clearly tying all of your
research findings together into one complete study.



Dissertation & Thesis Components

All manuscripts must contain the following components, in the order listed:

* Title page

* Copyright page

* Dedication (optional)

* Acknowledgments

* Table of Contents (covering the entire study)

* List of Tables (if necessitated)

» List of Figures (if necessitated)

* List of Symbols/Abbreviations/Nomenclature (if necessitated)
* List of Acronyms/Terms (if necessitated)

* List of Examples (if necessary and only for music)

* Abstract (for entire study, preceding Chapter One)

* Body chapters (number and titles will vary according to manuscript organization)
*  Appendix (optional)

* List of References (however named) covering entire study

* Biographical Sketch

Note: All pages are counted in sequence—from the Title Page (1) through the Biographical Sketch.
Page numbers appear centered on the bottom of each page beginning with the acknowledgments page.



Unacceptable Usage

e Omission of material that unites components to
form a complete manuscript (for example, omitting
the general introductory chapter or the conclusion
chapter)

¢ Inclusion of coauthored material is not allowed;
however, portions and materials contributed by
each of the students may be used. Regardless, it is
the student’s and the Committee Chair’s
responsibility to ensure that the student has
appropriately addressed all copyright issues or
concerns that may arise.

e Tables and figures cannot be grouped at the end
of the entire thesis or dissertation. They should be
grouped logically at the end of the chapter where
they are first mentioned, or alternatively, they may
appear near first mention within the body text, as
long as blank white space is not used excessively
around each of them.

Direct duplication of shared author publications/works
Double-spaced or divided reference lists

References listed at the end of each chapter

Use of an abstract at the beginning of each chapter

Subheadings within the body in ALL CAPS

Chapter headings in bold

Beginning 1st-level subheadings on separate pages
Repeating a chapter’s heading as a subheading

Chapters paged individually,
beginning anew on the first page of each chapter



Articles as Dissertation/Thesis

Candidates often plan to publish Students must follow the
results of their research as journal formatting guidelines set by
articles. A chapter of the thesis or the Graduate School regarding
dissertation may later become a spacing and margins,

journal article, for example. pagination and copy
Alternatively, previously published sequence, heading formats,
journal articles by the author can and overall preparation of the
be included as part of the thesis or dissertation

student’s thesis or dissertation. document.

Perhaps the thesis or dissertation

contains several such chapters.

This format still requires a Students should look to their

minimum of 3 chapters. committee members for
guidance regarding academic
rigor and the content of the

In such cases, the thesis or document.

dissertation must be organized

into a unified whole and treated as

one entire study. The Graduate

School stresses the fact that the

thesis or dissertation is the

primary objective and publication

is the secondary objective.



Chapter One must be a general
introduction, tying everything
together into one clear study.
Generally, this chapter is aptly titled
“INTRODUCTION,"” but may be
appropriately renamed.

The last chapter should include
general conclusions, again tying
everything together into a unified
whole. This chapter is generally
titled "CONCLUSIONS," but also
may be appropriately retitled.

There is no page minimum, but a
minimum of three chapters is still
required.

Articles as Dissertation/Thesis

If the chapter headings of
INTRODUCTION and CONCLUSION
are used, there should not be
multiple subheadings titled
“introductions” and “conclusions”
throughout the body chapters.

These research areas should be
addressed in these chapters, but
should be titled appropriately,
keeping in mind that a subheading in
the body should never repeat a
chapter’s heading directly. Either
forego the subheadings simply
introducing the introductory text
directly following the chapter
heading, or rename the subheadings
(e.g., Concluding Remarks,
Summary, In Closing, Findings).




Articles as Dissertation/Thesis

A thesis or dissertation may include
journal articles as chapters, if all
copyright considerations are
addressed appropriately with the
copyright holder. Even if the
student is the sole copyright holder,
any chapter representing a journal
article needs an unnumbered
footnote at the bottom of the first
page of the chapter indicating,
"Reprinted with permission from. ..
“ giving the source, just as it appears
in the List of References.

Regardless of the previous
publications of the author, the
thesis/dissertation must have only
one abstract and one reference list
and must form one clearly coherent
piece of research.

It is the student’s and the
Committee Chair’s responsibility
to ensure that the student has
appropriately addressed all
copyright issues or concerns that
may arise.

Material produced by coauthors
should be so noted and cited
appropriately.

It is the supervisory committee’s
responsibility to ensure the thesis
or dissertation reflects a sufficient
level of original and scholarly work
by the candidate; the student'’s
committee must advise the
student appr.opri.atelp on how to
go about indicating their specific
contributions to the published
article—students are not
authorized to simply present co-
authored work as their own
scholarship; accordingly, students
should not be presenting a chapter
in their document that directly
duplicates another’s work or
dissertation chapters used; the
chapters must vary to indicate
your direct contribution to the
studies.



Submission Deadlines

Final Clearance
of the
document
must be
accepted by
the Final
Clearance
Deadline

Editorial Office Deadlines:
http://graduateschool.ufl.edu/editorial/deadlines



http://graduateschool.ufl.edu/about-us/offices/editorial/editorial-deadlines/
http://graduateschool.ufl.edu/editorial/deadlines
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