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Pacific Lutheran University

Thesis Checklist

Date: 

Student:  




Thesis Advisor:  
This checklist form must be submitted to Susan JF Johnson, thesis coordinator, ADMN 104 at the time of final proofing and payment of thesis publication. The thesis advisor and the student should review the thesis and place an “x” next to each style component below. This form will be sent to the student via email after the initial proof review by the thesis coordinator. If the thesis coordinator finds more than five discrepancies in formatting, the thesis is returned to the student and the five errors are noted below with “NO”. The APA section number is references after each formatting item.
This checklist is a summary of APA Style requirements for thesis and must not be used as the sole source. The PLU Guidelines for Masters Thesis should be used for formatting purposes, along with the Fifth Edition, Publication Manual of the American Psychological Association. Some specific thesis style requirements of PLU differ from the APA Publication Manual, Fifth Edition, and thus take precedence.
_____ MARGINS (5.04) 1: 1.5" left, 2" top on first pages; 1” top on right and bottom margins for all pages. Left alignment, unjustified, jagged right-side margin. Header, .05”; Footer, .05”.
_____ PAGE NUMBERS: Preliminary page numbers are centered, lower case roman, 1" from the bottom. Body text pages are 
1", from top, right hand corner, and in Arabic format.
_____FONT SIZE (5.02): 12" font, Times New Roman 
_____PAPER (5.01): One-sided, 8.5" by 11" (22 x 28 cm), minimum 20 lb white bond, 100% acid free.
_____SPACING (5.07): Double spaced lines. Only one space allowed after any punctuation mark.

May single space tables, long quotes, footnotes, and reference listings, but double-space between reference entries.
THESIS ORGANIZATION:
_____
Title Page (no page number)
_____
Signature Page (roman ii)

_____
Copyright Page (Optional, lower roman numeral)

_____
Dedication Page (Optional, lower roman numeral)

_____
Acknowledgments (Optional, lower roman numeral)

_____
Abstract (150 words or less, lower roman numeral)

_____
Preface (Optional, lower roman numeral)

_____
Table of Contents (lower roman numeral) 

_____
List of Tables (only used for 5 or more tables in thesis), with lower roman page numbers

_____
List of Figures (only used for 5 or more), with lower roman page numbers

_____
List of Plates (only if needed), with lower roman page numbers

_____
List of Symbols and/or Abbreviations (only if needed), with lower roman page numbers

_____
Body of Thesis (divided into chapters or sections), with Arabic page numbers

_____
References, with Arabic page numbers

1 Section in APA Style Manual
_____
Separation Page: titled Appendix or Appendixes (when applicable, page unnumbered)

_____
Appendix(es)

_____
Permission letter(s) for any copyrighted materials used in text

_____
IRB or IACUC approval or waiver (if human or animals subjects used)
HEADINGS AND TITLES: 

______
Chapter headings and titles are in UPPERCASE and centered. May use letters or numbers, be consistent though.

______
New chapters begin on a new page.
______
Subheadings are not indented, have no end punctuation, and are in italics. 
______
Subheadings are title-capitalized. Text begins as new paragraph under the subheading.
______
Sub-subheadings are indented .5", sentence-capitalized, italics, and have a period at end. The text begins immediately 
after the sub-subheading.
FOOTNOTES:
_____
If footnotes used, they must begin on page they are cited. Use sparingly.
_____
Font size may be one size smaller than the actual text.

_____
Indent the footnote number and the first line of the footnote text, then flush each subsequent line with the left 
margin.

_____
May single-space individual footnotes, but double space between footnote entries.

_____
Footnotes should be numbered beginning in Arabic style, beginning with "1" for each chapter.

PAGINATION (5.06):

_____
Preliminary pages use lower-case roman numbers, centered at 1" from bottom of page

_____
Text body pages use Arabic numbers, 1" from top, right-hand corner.
 _____
Pages not numbered: Title page, separation pages, signature approval page, abstract page

SPACING:

_____
Text must be doubled-spaced. (NOTE: Tables, long quotes, footnotes, and reference listings may be single-spaced, with 
double-spaces between separate entries)

_____
If using chapters, double space after chapter number and chapter title.

_____
Double space before and after centered headings within text.

_____
Double space before and after subheadings flushed with the left margin.

_____
Triple space before and after titles/figures inserted within the text.

TABLES/FIGURES:
_____
Format all tables/figures as per APA Style. Do not use gridlines in formatting the tables

_____
Tables/figures may follow page on which they are first referenced or included in a separate appendix. 
_____
Table/figures must be identified in the text by a single number. For example, Table 1, Table 2, etc.

_____
Tables/figures must be numbered consecutively throughout the document.

_____
Table numbers and titles must be upper-lower case typed above the table.

_____
Figure numbers and captions must be upper-lower case typed below the figure.

_____
Repeat table number and column headings when a table is continued on another page.

_____
If using a table/figure directly from another source, cite the complete source below the table/figure.
REFERENCES:
______
To cite two or more authors within the text, use the word “and” not the “&”.
______
To reference two or more authors in the text and within parentheses, use the “&”.



(e.g., Jones, Anderson & Riley, 1989)

______
Insert a comma after citing an author name(s) and year of publication within parentheses



(e.g., Jamison, 1992)

______
To cite multiple authors and year of publication within parentheses, the authors must be listed in order 

alphabetically, not in chronological order.



(e.g., Anderson, 1999; Jamison, 2000; Kelly, 2007; Masterson, 1998)
_____
Any reference cited in the text must be included in the reference section.

_____
All references must be in correct alphabetic order.

MISCELLANEOUS

_____
Do not use running heads on each page.

_____
Numbers must not be used on any subheading.

_____
Italicize all statistical expressions within both the text and tables.

_____
Space before and after equal signs (=), less than signs (<), or greater than signs (>).

_____
Space before and after periods in an ellipse. ( . . . ) 
_____
Always use the percentage symbol (%) when preceded by a number.

_____
If you list separate paragraphs in a series (i.e., seriations or enumerations), indent the paragraph number and 

flush any subsequent lines with the left margin.

_____
Widows or orphan lines are not permitted. (i.e., when beginning a new paragraph at the bottom of a page, 

must have two lines. If only one line appears, move that line to the top of the next page. If one line appears on 
the next page, move it to the previous page by extending the bottom margin slightly.

_____
The Table of Contents (TOC) and List of Tables and Figures page numbers must correspond with the actual 
page 
number in the text.
_____
First line of paragraphs are indented .05", second line flush with margin.
Initial Proof review by thesis coordinator:

Thesis Coordinator’s Name (please print): _________Susan JF Johnson____________________________________________

_________________________________________________________
__ ___________

Signature








Date

Number of Errors on checklist: __see email
Returned to Student: _____November 11, 2009________________________










Date

I have corrected errors and reviewed entire thesis for all style items:
Student’s Name (please print): _____________________________________________________________

___________________________________________________________
________________________
Signature








Date
_______________________________________________________

________________________

E-mail Address







Phone

I have checked the manuscript for all of the above items:

Thesis Advisor’s Name (please print): ________________________________________________________

_______________________________________________________

_________________________

Signature








Date
Timeline for 2010 Degree Date


	To			Date August Degrees


Thesis Advisor			By June 18


Thesis Coordinator		By July 1


Department for Signatures		By July 15


Provost				By August 2
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