
 

 

PRINTING AND PROCESSING 

 

METHODS OF DUPLICATION 

If the student wishes to use methods of producing the necessary copies other than Xerox, offset, 

or laser printing, samples on the specified paper must be submitted to the Graduate Dean’s 

Office for approval prior to reproduction of the thesis/dissertation. All copies must be free from 

evidence of error and corrections and from streaks or shadows resulting from the copying 

process. The student should make certain that each copy of the manuscript is properly collated 

and that no pages are missing or duplicated.  

 

NOTE: Each of the copies required by the Gradate Dean’s Office must have the original 

signatures of committee members on the signature pages. Although it is not mandatory, the 

committee members should sign in the same color ink, preferably black. 

 

MULTIPLE VOLUMES 

Measuring the thickness of the manuscript will determine whether the thesis or dissertation will 

be more than one volume. If the manuscript is more than one volume, the first page of each 

additional volume should be an unnumbered title page duplicating the original title page. Pages 

of the text, numbered consecutively with the pages in the previous volume(s), immediately 

follow this title page. In multiple-volume theses/dissertations, the volume number (Volume I, 

Volume II, etc.) must be shown on each title page, immediately following the title. 

 

SUBMISSION OF REQUIRED COPIES 

Three unbound copies of the thesis/dissertation are required by the Dean of Graduate Studies on 

or before the date specified in the Academic Calendar for each semester. The candidate should 

check with his/her supervising professor to see if other program copies may be required. At this 

time, doctoral students who have not already done so are required to submit the Survey of 

Earned Doctorates form to the Graduate Dean’s Office. 

 

After the final approval of the manuscript by the Graduate Dean’s Office, the student must take 

the approved copies to the Copy Center for biding and pay the appropriate fees. This must be 

done prior to date specified in the Academic Calendar for each semester. At the student’s option, 

personal copies of the thesis/dissertation or copies for professors other than the chair may be 

submitted to the Copy Center at that time. These copies must also be suitably boxed before 

presentation for binding. Personal copies will be bound only in standard university colors. 

 

After all copies of the dissertation/thesis have been bound, the library will retain one hard copy; 

another hard copy will be sent to the student’s supervising professor and another will be sent to 

the student’s department/program office. Personal copies will be distributed according to the 

student’s instructions at the time of submission to the Copy Center.



 

 

FINAL SUBMISSION FOR DOCTORAL AND MASTER’S CANDIDATES 

1. 3 unbound, hard copies of the dissertation 

2. 1 CD containing the entire dissertation in PDF format, saved as “Lastname, Firstname, 

Title of Thesis/Dissertation” 

3. Each of the following: 

a. One copy of signed signature page 

b. UMI/ProQuest agreement completion and submission status will be checked by 

the Graduate Reader 

c. Completed Survey of Earned Doctorates form (Doctoral candidates only) 

d. TurnItIn form signed by supervising professor and student 

e. Permission letters/emails for previously published material, if required 

f. Third party software licenses, if required 

 

Each student will submit his/her dissertations/thesis online to UMI/ProQuest at the time he/she 

completes the UMI/ProQuest agreement. UMI will “publish bibliographic citations and abstracts 

for these documents in Dissertation Abstracts International and Master’s Abstracts International 

in print, on-line, CD-ROM and microform. Bibliographic information concerning these 

documents will also be made available to a world-wide network of online information providers 

and distributors including OCLC, Dialog®, and STN®. Where possible, print output of the 

document will be created, microfilmed and stored in UMI’s vaults. The PDF format of the 

document will be loaded into ProQuest Digital Dissertations, a digital archive of dissertations 

and theses. UMI Dissertations Publishing will check for document integrity and copyright 

compliance. If the document appears to be incomplete or if there are questions about the 

reproduction of previously copyrighted materials, publication will be delayed until those 

concerns are resolved.” Additionally, your dissertation/thesis must be submitted to the Graduate 

Dean’s Office on a CD in Adobe Acrobat PDF format (saved as “Last name, First name, Title of 

Dissertation/Thesis”). 

 

MICROFILMING THE DOCTORAL DISSERTATION AND MASTER’S THESIS 

One copy of every doctoral dissertation and master’s thesis is sent to UMI for microfilming. A 

fee is charged for this service which includes the publication of the abstract in the Dissertation 

Abstracts International and Master’s Abstracts International. 

 

In order to protect the patent or other rights, the Graduate Dean’s Office can delay publication by 

microfilm for a period of up to one year. A letter requesting such a delay should be sent to the 

Graduate Dean by the candidate’s supervising professor at least ten days prior to the anticipated 

graduation date. 

 


