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The Thesis Process
1. The thesis must be delivered to the thesis advisor no later than May 3 (May grads) or June 18 (Aug grads). No later than April 5 (May grads) or July 1 (Aug grads), after the thesis advisor approves the content and reviews the style of the thesis, the student emails the thesis to the thesis coordinator, Susan JF Johnson (johnsosj@plu.edu) for compliance with APA Style. Subject line of email states: Last Name, First Name: Month_Day_Version 1. For clarification, call Susan at 253.535.8628.
2. Thesis coordinator reviews the format of the thesis and notifies the student via email the Thesis Checklist that indicates those areas requiring correction. If more than five APA style errors are found, the thesis is returned without full style review.

3. Student returns via email the corrected thesis to the thesis coordinator. The subject line states: Last Name, First Name:Month_Day_Version 2.

4. The thesis coordinator performs a final review of the thesis. The student is notified via email to print the final version of the thesis (unless further errors are found). The final Thesis Checklist Form is attached to this notification email. The student is instructed to make an appointment to meet with the thesis coordinator.

5.  The thesis is printed on white bond paper (min. 20lb) with minimum 25% cotton fiber content. An extra copy of the title and abstract pages are required. No watermark. 

6. The student makes an appointment with Susan JF Johnson, 253.535.8628 or email johnososj@plu.edu  for processing of all forms required for thesis submission.

7.  At this meeting, the student completes the Master’s Thesis Agreement Form (M Form) that accompanies the final printed thesis throughout the signing process.

8. A fee of $70 is due at this meeting. Payment may be by personal check or by payment receipt form from the PLU Business Office. Payment goes to account: #810020-6323-7213-61.
9. Should a personal copy of the thesis be requested by the student, the student must complete the Author Discount Offer section of the M Form must be completed. It is cheaper to order an extra copy at the time of publishing rather than at a later date. Payment by credit card or post money Order must accompany the form. 
10. The printed thesis, M Form, and signature pages will not be released to the student until the $70 for publishing and abstract fee has been paid. If payment is by check, a payment receipt will be given to the student. The check will be deposited to the PLU Business Office by Susan JF Johnson to the Thesis account: # 810020-6323-7123-61.
11. The student will take the printed thesis, final Thesis Checklist, M Form, and payment receipt to the thesis advisor for final approval and signature by July 15.
12. The thesis advisor will give the thesis and the signed Thesis Checklist to Michael R. Hillis, interim co-dean for school of education and movement studies or for the Marriage and Family Therapy Program, David Ward, chair. Then the thesis advisor forwards the signed thesis and the Thesis Checklist to Susan JF Johnson by May 3 (May grads) or August 1 (Aug grads) who will forward to Laura Polcyn, associate dean of graduate studies.
13.  The provost will be the final signer.
14. The completed thesis with all required signatures will be returned to Susan JF Johnson, ADMN 104. Thesis will be kept by Susan until several are received and forwarded to ProQuest for binding.
15.  When the bound theses return to PLU, they are cataloged and become part of the permanent collection in Mortvedt Library. Student is notified thesis has returned.
PLU Student Thesis Guideline

Quick Summary (APA Publication Manual, Fifth Edition)
Page Setup
· Margins:  2” top first pages, 1” at top other pages, right and bottom, 1.5” on left for binding.
· Double space, No justification

Document Formatting

· Font: 12 point, Times New Roman
· Pagination: Bottom center, roman numbers for front pages; Top right, Arabic numbers for body of thesis

· No running heads
· Title page does not carry a page number

· Title page in all uppercase, centered,  2” from top of page


Table of Contents (TOC)

· Print the TOC to double-check sections and page numbers against the document
· Check page numbers against every aspect of the document
· List all headings and sub-headings in the TOC
· Front matter in correct order: 

Title page, acceptances, acknowledgments, abstract, TOC, 

list of tables, list of figures
· Back matter in correct order: References first, then appendixes.
Title Page, Signature and Abstract

· Title words all capitalized, centered on page, start 2” from top. More than one line double space between title lines.
· Match the title on title page to the one shown on the abstract page
· Abstract correctly formatted: No more than 150 words and spaced correctly.

· No page number on title page; lowercase roman number on signature and abstract
Acceptances

· Names and titles spelled and correctly spaced
· Page number is lowercase roman numeral, centered
Lists of Tables and Figures

· If more than five tables or five figures, must include a page listing each to follow the TOC.
· Check that tables or figures are included in the body text and reference the correct page
Body of Thesis – Check:
· Title capitalization of chapter titles. 
· Chapter titles to TOC. Check page numbers.
· Each chapter begins on its own page
· Subheadings and sub-subheadings match the TOC. Check page numbers.
· Subheadings formatting: Title style, Italics. Text begins in new paragraph beneath subheading, and is indented 0.5" 

· Sub-subheadings formatting: Sentence style, indented 0.5", Italics, and paragraph text immediately following the punctuation for the sub-subheading.
· Arabic numerals at top right of each page
· Quotation formatting for in-text and block style

· List/series formatting: series in paragraph: (a) (b) (c)  List after a paragraph: 1. 2. 3.
· Superscript characters formatting: Change to ordinal number or fractions. Avoid superscripts.
· Ellipsis formatting and correct use. Space before . . . and after three dots; but if following the end of a sentence, use a period, space and three dots. . . . will show some missing information.
· Dashes: No spaces.

· Hyphens: Not allowed at end of lines.
· Emphasis usage. Bold or underlined instead of italics.

· Widow and Orphan lines: must have two full lines of a paragraph at the bottom and top of any page.
· In-text citations: inside final period if in-text quotation; outside period if long block quotation.
References and Appendixes:

· References formatted to APA guidelines
· References/ Appendixes formatted correctly: Hanging indents of 0.5”, single-spaced. 
The Author’s Responsibility
· Proofread; make corrections, and all changes suggested by the thesis advisor before submission of manuscript to thesis coordinator. 
· Examine the thesis against the PLU Thesis Checklist.

General Instructions
· Paper (5.01): 
· One-sided, 8.5 by 11 inches (22 x 28 cm), minimum 20 lb white bond, acid free, no watermark.
· Type Face (5.02)
· 12 point Times New Roman
· Ohs, els, and special characters (page 285 of APA Style, 5th Edition)
· Multiplication sign: lowercase x (x) or multiplication symbol preceded and followed by space. 
· Minus sign: use a hyphen with space before and after.
· Numeral 0 vs. letter o; numeral 1versus letter l.
· Italics versus underlining: 
· Italicize:
· Titles of books, periodicals, and microfilm publications
· Genera, species, and varieties
· Introduction of new, technical, or key term or label, first time used only.
· Letter, word, or phrase cited as a linguistic example
· Words that could be misread
· Letters used as statistical symbols or algebraic variables
· Some test scores and scales
· Periodical volume numbers in reference lists
· Anchors of a scale
· Do not italicize:
· Foreign phrases and abbreviations common in English
· Chemical or trigonometric terms
· Nonstatistical subscripts to statistical symbols or mathematical expressions
· Greek letters
· Mere emphasis
· Letters used as abbreviations

· Double-Spacing (5.03)
· Double-space between all lines of manuscript, every line in titles, headings, footnotes, quotations, references, figure captions, and all parts of tables. May single space between lines of footnotes, long quotations, references, figure captions, and parts of tables.
· Margins (5.04)
· Left side, 1.5” for binding; top of first pages 2”, other first pages, right, bottom margins at 1”

· Line length and alignment:

· No justification of lines; right margin jagged.

· Do not divide words at end of a line.

· Do not use hyphenation function to break words at end of lines. Allow line to run short rather than break a word at end of line.
· Must have at least two full lines of any paragraph at bottom or top of a page.

· Order of the Manuscript Pages (5.05)
· Number all pages except the artwork for figures consecutively. Arrange as:

· title page with title, student byline and institutional affiliation (not numbered)
· signature acceptance page
· acknowledgment page (optional)

· abstract (no more than 120 words)
· table of contents

· list of tables (only use if more than five used)
· list of figures (only use if more than five used)
· body of thesis text (each chapter starts on separate page; chapter 1 is begins on page 1)
· references (start on a separate page)

· appendixes (start each on a separate page)

· Page Numbers and Manuscript Page Headers (5.06)
· Preliminary pages are numbered with lowercase roman numerals. Title page does not carry a page number. Beginning with the thesis body text, all pages are numbered consecutively with Arabic numerals in the upper right-hand corner, at least 1 in. from the right-hand edge of the paper, in the space between the top edge of the paper and the first line of the text. If pages are inserted, renumber all pages afterwards; do not use “6a” for example.
· Thesis does not carry running headers or manuscript page headers.

· Paragraphs and Indentation (5.08)
· Indent the first line of every paragraph and first line of every footnote.
· Tab key should be set at five to seven spaces or .5 in. Exceptions are to the abstract (5.16), block quotations (5.13), titles and headings (5.10 and 5.150, table titles and notes (5.21) and figure captions (5.22).

· Uppercase and Lowercase Letters (5.09)
· Title: Centered Uppercase Heading

· Sub-Heading: Flush Left, Italicized, Uppercase and Lowercase
· Sub-subheading: Indented .5, italicized, lowercase paragraph heading ending with a period.
· References (5.18): Center word References, uppercase and lowercase letters, centered at top of page.

· Headings (5.10)
· The APA manual allows for flexibility for thesis manuscript styles (pages 321 to 329) The PLU Style is as follows for the body of the thesis:
CHAPTER ONE
TITLE OF YOUR CHAPTER


A student may use either letters or numbers for the chapter numbering. However, 
consistency in numbering is required. New chapters always begin on a new page. The chapter headings and titles are in UPPERCASE and centered. There is no extra space between the headings and the text. All text is double spaced. 
Subheadings


Subheadings split chapters into sections. The subheading is not indented, has no end punctuation, is underlined, and not italicized. The text begins in a new paragraph beneath. The first line of the paragraph is indented .5". Subheadings are title-capitalized and have no punctuation at the end.


Sub-subheadings. Split subheadings into sections. Sub-subheadings are underlined, indented .5", sentence-capitalized, and have a period at the end. The text begins immediately after the sub-subheading.

Mark sure that all chapter headings, sub-headings and sub-subheadings correspond to those listed in the Table of Contents including page numbers.

· Spacing and Punctuation
· Space once after all punctuation as follows:

· after commas, colons, and semicolons;

· after punctuation marks at the ends of sentences; 

· after periods that separate parts of a reference citation; and

· after the periods of initials in personal names.

· Exceptions: do not space after internal periods in abbreviations (i.e., or e.g.)
Formatting Page Numbers

Preliminary page numbers are in lower case roman numerals (ii, iii, etc) are centered at the bottom of the page. Do not number the title page.

The body of the thesis will have Arabic page numbers placed in the upper right hand corner of the page, 1 inch from the top and 1 inch from the right side of the paper.

Use the MS Word function of page breaks to help in establishing correct format for page numbering. You can place the page numbers in the header or footer of the document. 

Tables and Figures (3.62 to 3.86, pages 147 to 202)


APA specifies that tables and figures appear on separate pages from the text; however, PLU will accept them incorporated into the text if they fit attractively on the page. Use gray scale for tables and figures. You may use color illustrations, but understand that only the copy bound for Mortvedt Library will be in color. 

Other Helpful Sections of APA Fifth Edition

· Quotations (sections 3.34 to 3.41, pages 117 to 121)

· Examples of Reference Citations (chapter 4, pages 215 to 281)

· Thesis Preparation (chapter 6, pages 321 to 330)
Note: pages 283 to 320 cover manuscripts for publication in an APA journal.

· Numbers/formulas/statistics (pages 122 to 146)

· References (pages 215 to 281)

Differences between APA Manuscript Style and Student Thesis Style 

(Line Spacing in APA is all double space.)

In a thesis:
· Single space within each reference in the reference list, but double space between them. However, follow the other APA guidelines noted on pages 215 to 281)
· Single space within large tables to allow fit on one page.
· Single space quotes over 40 words using indentation. 
(see page 117 for citation example)
· Single space footnotes, if used.
· Thesis is divided into chapters. Each chapter begins on a new page with a bigger top margin (2" from the top of page).
· Insert short tables and figures into the text (1/2 page or less) rather than at the end of the thesis. Lengthy tables and figures should immediately follow the text on the next numbered page. Never split the table or figure between two pages, unless unavoidable. Can use landscape format when presenting a table. 
· Figure captions/titles are placed at the bottom of the figure. 
· Table titles go above the table.
· Footnotes should be used sparingly. When used, place them at bottom of page on which note is referenced, single-spaced lines.
· The left hand margin is 1.5" because of the binding requirement.
· Chapter headings should be centered, uppercase and lowercase (APA level 5).
· Running head and page headers are not used in student thesis.
Examples of References (Be sure and review pages 215 to 281 for others)

Pages 232 to 238 provide a listing of the type of work referenced examples in the APA manual. 

Electronic Media
Any references derived from the internet must show the internet address:










http://www.apa.org/monitor/oct00/workplace.html
Internet article based on a print source

VandenBos, G., Knapp, S., & Doe, J. (2001). Role of reference elements in the selection of resources by psychology under graduates [Electronic version]. Journal of Bibliographic research, v, 117 – 123
Article in an Internet-only journal

Fredrickson, B. L. (2000, March 7). Cultivating positive emotions to optimize health and well-being. Prevention & Treatment 3, Article 0001a. Retrieved November 20, 2000, from http://journals.apa.org/prevention/volume3/pre0030001a.html
Stand-alone document, no author identified, no date

GVU’s 8th WWW user survey. (n.d.). Retrieved August 8, 2000, from http://www.cc.gatech.edu/gvu/user_surveys/survey-1997-10/
Message posted to a newsgroup

Chalmers, D. (2000, November 17). Seeing with sound [Msg 1]. Message posted to news://sci.psychology.consciousness
Daily newspaper article, electronic version available by search

Hilts, P.J. (1999, February 16). In forecasting their emotions, most people flunk out. New York Times. Retrieved November 21, 2000, from http://www.nytimes.com
Raw data file, available from government agency

National Health Interview Survey—Current health topics: 1991—Longitudinal study of aging (version 4) [Data file]. Hyattsville, MD: National Center for Health Statistics.
Books

Book, third edition, Jr. in name

Mitchell, T. R., & Larson, J.R., Jr. (1987). People in organizations: An introduction to organizational behavior (3rd ed.). New York: McGraw-Hill.

Book group author (government agency) as publisher
Australian Bureau of Statistics. (1991). Estimated resident population by age and sex in statistical local areas, New South Wales, June 1990 (No. 3209.1). Canberra, Australia Capital Territory: Author

Book, no author or editor

Merriam-Webster’s collegiate dictionary (10th ed.). (1993). Springfield, MA:


Merriam-Webster.
Encyclopedia or dictionary

Sadie, S. (Ed.). (1980). The new Grove dictionary of music and musicians (6th ed., Vols. 1-20). London: Macmillan.

Newsletter article

Brown, L.S. (1993, Spring). Antidomination training as a central component of diversity in clinical psychology education. The Clinical Psychologist, 46, 83-87.
Abstract as original source
Woolf, N. J., Young, S. L., Fanselow, M. S., & Butcher, L. L. (1991). MAP-2 expression in cholinoceptive pyramidal cells of rodent cortex and hippocampus is altered by Pavlovian conditioning [Abstract]. Society for Neuroscience Abstracts, 17, 480.
Unpublished manuscript with a university cited
Dèpret, E. F., & Fiske, S.T. (1993). Perceiving the powerful: Intriguing individuals versus threatening groups. Unpublished manuscript, University of Massachusetts at Amherst.
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Thesis Advisor: John Smith
The purpose of the abstract is to give the reader a concise and accurate synopsis of significant elements in your thesis. Take care in preparation of the abstract as it will be a public document that you will be unable to further edit or revised.

Thesis abstracts are published in Masters Abstracts and must conform to their format. The text of the abstract must be under 150 words. It should be in block format, not indented, double-spaced, and on one page. No footnotes, references, or unexplained abbreviations may be used.
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	To		Date
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Thesis Coordinator	By July 1


Department		By July 15


Provost		By August 2











Page Number: lower case roman numeral centered, 1" from bottom of page


v





If more than one line, double space





seven single lines between last line of title and the next section.





five single lines between last line of title and the next section.





four single lines between last line of title and the next section.





No page numbers on title page





Name as recognized by PLU student academic records:


Jane S. Doe





two inches from top of paper to first line of title





Graduation date is 
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two inches from top of paper





two inches from top of paper
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	To		Date


Thesis Advisor	By March 18


Thesis Coordinator	By April 5


Department		By April 15


Provost		By May 3








Student submits thesis to advisor for content review





Thesis Advisor reviews thesis for content.


Does it meet guidelines?





Student submits thesis electronically to thesis coordinator for APA style compliance. Email: � HYPERLINK "mailto:johnsosj@plu.edu" ��johnsosj@plu.edu�. Subject line states: Last Name_First Name: Month_Day_Version 1.


Does it meet guidelines?





Returned for content adjustment





Returned to student for APA Style adjustment along with thesis checklist. Student corrects thesis for APA Compliance. Emails corrected thesis to coordinator (� HYPERLINK "mailto:johnsosj@plu.edu" ��johnsosj@plu.edu�)  for final review prior to printing. Email subject line states: Last Name_First Name: Month_Day_Version 2. 








Thesis coordinator emails student that thesis complies with APA and attaches the final thesis checklist. Instructs student to make appointment with thesis coordinator.








No





Yes





No





Yes





Student prints one copy of thesis, plus additional copy of the title and abstract pages. Makes appointment with thesis coordinator to complete ProQuest paperwork, pay thesis fee via check or brings receipt from business office.








After all paperwork completed, student takes final paperwork, thesis, and thesis checklist to advisor for final signature.








Advisor gives thesis, (with signed thesis checklist) to Acting Dean for approval signature on thesis signature page. Thesis (with signed thesis checklist) then forwarded to Provost Office for final signature approval.








Provost Office notifies thesis coordinator. Thesis coordinator prepares thesis for ProQuest Binding Process.
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two inches from top of paper to first line of title
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