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It is critical that master's candidates are aware of and adhere to the "Important
Dates and Deadlines" for the semester in which graduation is anticipated. This
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preparation of their theses.
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make your research and writing a rewarding professional experience. Please contact our
office if you are in need of assistance.

Sandra L. Little
Director of Graduate Studies
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INTRODUCTION

A special welcome is extended as you undertake possibly your first formal or
professional research and writing project. The Graduate School office is always
available to assist you in understanding various policies and procedures.

The thesis is a formal research paper presented by the graduate student to a
committee of scholars chaired by a faculty member who is a full member of the Graduate
Faculty. The committee oversees the research, guides the organization and presentation
of the final topic, and certifies that the final work meets the academic standards of Illinois
State University and the discipline. Preparation for writing a thesis should include
careful and extensive reading of the professional journals and texts of the discipline,
along with study of the most successful theses and dissertations recently completed in the
academic field.

Before the student begins to write the thesis, the proposal must be approved by
the thesis committee. Membership of each thesis committee must be approved by the
department or school and by the Graduate School. The proposal must also be approved
by the department chair/school director or designee. All research with living human
subjects or animals must have Institutional Review Board (IRB) or Institutional Animal
Care and Use Committee (IACUC) approval, respectively, prior to conducting research.
The form provided by the Graduate School titled "Proposal Approval Form for Research
Leading to a Doctoral Dissertation or Master's Thesis™ is completed, signed by all
concerned parties, and filed with the Graduate School office as the student begins in-
depth research and writing activities. The Graduate Catalog and "Important Dates and
Deadlines,"” published regularly by the Graduate School, contain additional information
on thesis procedures and policies. Any exceptions to the above policies and procedures
must be approved by the Graduate School.

In the final stages of the student's research and writing, the Graduate School
Thesis Examiner will check the technical aspects of the thesis. While the Examiner is not
a research consultant, review of the thesis before the final defense will alert the student to
technical difficulties, which are part of the entire process and must therefore be
addressed.
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GENERAL INFORMATION

Library Support

Milner Library is an active partner in teaching, learning, research, and service
activities of Illinois State University. For students writing master's theses, Milner
librarians provide collections, research assistance, and other services customized to the
specific research topics being explored. Reference collections include subject-specific
print research tools, including indexes, handbooks, dictionaries, bibliographies, and
directories. Electronic research tools include the online catalog, as well as more than 100
bibliographic, full-text databases, and reference databases.

Through participation in a variety of consortiums, Milner Library provides
interlibrary loan access to materials in library collections throughout the United States
and the world. In addition, Milner's Document Delivery Service provides 24-48 hour fax
delivery of some journal articles for graduate students and faculty. An Interlibrary
Delivery System brings materials from other Illinois libraries to campus daily.

A librarian-liaison is assigned to each campus department and school (listed at
www.mlb.ilstu.edu/about/subdirfa.htm). Students within those departments/schools
should contact the appropriate librarian for assistance with research strategies and in
locating needed information resources. Milner's Web site (www.mlb.ilstu.edu) serves as
an electronic guide to library resources, services, facilities, and staff. For research
assistance, call 438-3451 or contact the appropriate subject librarian-liaison.

Use of Human and/or Animal Subjects

Institutional policies require that you must have approval prior to conducting any
research with humans and animals. All research involving living human subjects or
records of human subjects must be reviewed and approved by the Illinois State
University Institutional Review Board (IRB). Also, any research involving use of living
animals must be reviewed and approved by the Illinois State University Institutional
Animal Care and Use Committee. Data collected without prior approval may be
disallowed for use in a thesis. Contact your departmental or school IRB representative or
Academic Research Services, (309) 438-8451, for protocol review forms and information
about the review process. You may also find information and forms on the Web at
www.uro.ilstu.edu/RSP/forms/form-home.htm.
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Department/School Requirements
It is strongly recommended that each student thoroughly investigate additional
department/school and college requirements during this process. Several unique
departmental and school differences exist at Illinois State University. The academic
advisor, graduate program coordinator, and department chair or school director should
each be consulted.

Ownership of Data
Copyright

Copyright is the legal right of an owner of created material to control copying and
ownership of that material. The Graduate School office has materials available that may
further clarify copyright issues and concerns. A master's student wishing to formally
copyright a thesis must file the claim to copyright by corresponding directly with the
Library of Congress, United States Copyright Office, 101 Independence Ave. S.E.,
Washington, DC 20559-6000; phone 202/707-3000.

Copyright is the sole responsibility of the candidate for a graduate degree; while
the University will cooperate with the candidate's wishes to copyright a thesis, the
University can assume no obligation in regard to obtaining or enforcing copyright of
theses accepted by the Graduate School. For more information regarding copyright and
copyright registration procedures, see the United States Copyright Office/The Library of
Congress Web site (www.loc.gov/copyright).

Externally Funded Projects
Question: Who has rights to data included in the thesis when research has been
supported by an external funding source?

If the external funding source agrees that data belongs to the grantee (University)
then the University owns the data (contractual agreement). The University may decide to
grant the student use of the data (while retaining ownership) but make the use conditional
upon citing the University and funding source. There are broader "ownership™ questions
regarding University, faculty and students, even when external funding is not an issue.

Use of Borrowed Material

When using the work or works of others, it is necessary to give credit to the
original source. In addition, it is necessary to obtain written permission to use the work
unless the use falls under the doctrine of "fair use.” In determining whether a use is a fair
use, there are four factors to take into consideration (according to section 107 of the
Copyright Act of 1976):

1. the purpose of and character of the use, including whether such use is of
commercial nature or is for nonprofit educational purposes;
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2. the nature of the copyrighted work;

3. the amount and substantiality of the portion used in relation to the copyrighted
work as a whole; and

4. the effect of the use upon the potential market for or value of the copyrighted
work.

When the writer of a thesis quotes substantially from the work of another person,
the writer of the thesis should obtain written permission from whomever has the
copyright to the matter quoted or reproduced. Under the doctrine of "fair use,” writers
may quote passages from copyrighted works when that quoting does not deprive the
copyright owner of potential profits; that is, when such copying is for educational
purposes, involves no profit on the part of the copyist or publisher, and when the material
quoted is considerably less than the whole of the copyrighted work. For example, the
student writing about the poetry of Robert Frost would quote from Frost's poems and
should ask permission from Frost's publisher or estate when quoting entire poems, no
matter how short the poems may be. For another example, in a thesis that appends
teaching materials to supplement the pedagogical chapters of the thesis, the writer should
obtain written permission to reproduce such copyrighted materials as chapters from
textbooks, illustrations from scholarly works, and questionnaires from scholarly societies.
Some examples of uses that may not fall under fair use are: (a) use of substantial quotes;
(b) duplication or adaptation of surveys, scales, or questionnaires; and (c) duplication or
adaptation of entire creations (e.g. illustrations such as photographs, maps, etc.).

The writer should honor strictly the requests of copyright owners for proper
acknowledgment of permission to reproduce copyrighted materials. Facts to remember are:

1. Each borrowed and/or adapted work (even that which falls under fair use)
must be accompanied by a full citation of the original source. (Merely including the
source in the list of references or works cited is not enough.)

2. Absence of a copyright symbol does not necessarily mean that the work is not
protected by copyright.

3. Citing the original source is not a substitute for permission.

A sample "permission request™ letter is available in the Thesis/Dissertation
section of the Graduate School Web site (www.grad.ilstu.edu). A copy of any written
permission must be submitted to the Graduate School with the student's final thesis
copies. Copies of permission-granting documentation will be kept in the respective
student's file.

The responsibility of complying with copyright law rests upon the writer of the
thesis; Illinois State University will not be liable for violation of copyright.

Manuals
This Guide for Writers of Master's Theses is the official handbook for the format
of all theses presented to the Graduate School of Illinois State University. The Guide is
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intended to (a) conduct the student through the administrative aspects of completing the
thesis work, and (b) assure that all theses completed at Illinois State University present a
consistent appearance and meet all of the standards of the Graduate School.

To follow the form of another thesis or dissertation invites perpetuation of error.
If an error has remained undetected in the earlier bound work, repetition in current
writings cannot be justified and therefore will not be accepted.

Each academic department and school has chosen a writing style manual that is
accepted nationally for published research in that discipline. Commonly accepted
manuals are the MLA Handbook for Writers of Research Papers, the Publication Manual
of the American Psychological Association (APA), and Kate L. Turabian's A Manual for
Writers of Term Papers, Theses, and Dissertations. From the proposal stage through the
research process to the final presentation of the thesis, the student should follow
procedures discussed and exemplified in the manual approved by the department or
school.

Manuals such as those of the Modern Language Association (MLA) and the
American Psychological Association (APA) are written as specific guides for the
preparation of typescripts for professional publication as journal articles or as books.
Although they may contain sections specifically discussing their application to theses,
these manuals are not handbooks for the preparation of theses. Students must primarily
follow the manual approved for their discipline when preparing research results for
typing. The "book format" outlined in this Guide always takes precedence over the
"submission format" of professional journals. Two common differences between
submission formats of professional journals versus theses are: (a) the thesis must not
carry running headings or the author's name on each page and (b) tables and figures must
actually appear where they belong in the thesis and not be appended as if a printer would
later insert the tables or figures in the text "approximately here," as some manuals
suggest.

Citations

Some departments/schools and disciplines prefer the use of (within the text)
"parenthetical notes" to identify the source of a quotation, idea, or reference. Other
departments/schools and disciplines may prefer the use of (bottom of page) "footnotes™
or (end of chapter or document) "endnotes.” To determine which is the appropriate form
for each thesis, inquire within your academic discipline, committee, and the department
or school preferred writing style manual. In most documents only one citation format is
allowed.

Text and Print Quality
Most word-processing programs and printers are capable of producing material
that meets the format requirements specified in this Guide (e.g., margins, pagination, and
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spacing); the chosen manual's requirements for internal format; and commonly accepted
standards of hyphenation, capitalization, indentation, underlining, placement of notes,
diacritical marks, etc.

In addition, the writer should keep in mind these points:

1. Form-fed and sheet-fed printout paper is available in quality that meets the
standards of the Graduate School.

2. Usually a 10, 11, or 12 point font size is preferred. See "Font Style" under
"PHYSICAL SPECIFICATIONS" in this text.

3. Printing problems may arise with dot-matrix printers which produce copy of
widely varying quality even with the use of fresh ribbons and the careful feeding of
paper. The individual dots that produce a single letter or number must not be
individually visible in the final copies. Submitted dot-matrix copy must be of letter
quality or near-letter quality.

If uncertainty exists concerning the quality of print or how to achieve acceptable
quality, bring a sample to the Graduate School Thesis Examiner for approval and/or
possible suggestions.

Thesis Examiner

The Thesis Examiner of the Graduate School represents the Director of Graduate
Studies in matters regarding the writing and presenting of theses in partial fulfillment of
the requirements for graduate degrees. The candidate for a degree must secure
permission from the Examiner before scheduling the oral defense of the thesis, which
must be passed before submitting the official copies of the work to the Graduate School
for completion of the degree requirements.

The official format check directs the writer's attention toward the consistency of
presentation details, which are often overlooked by students and committee members
whose primary focus has been on scholarly content. Attention to both concerns, content
and presentation, is fundamentally important and necessary in the preparation of quality,
professional documents.

Final University Copies

Two final copies of the thesis must be submitted to the Graduate School office by
the deadline for final copies set for that term in which the student will graduate.
Deadlines for each term are published on the appropriate semester/session "Important
Dates and Deadlines™ sheet. The final copies are to be submitted loose leaf, that is,
unbound. Both copies are to be printed on white paper that has a cotton content of 25
percent. Both copies must contain the signatures of the thesis committee members. At
least one thesis copy must have original signatures; however, the second thesis copy may
have photocopied signatures. There will be three signature pages per thesis copy.
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Final thesis copies should be accompanied with the Right-To-Defend form signed
by the thesis committee chair and eight (8) blank sheets of the rag or cotton content
paper. The signed Right-To-Defend form confirms that the student has passed the oral
defense of the thesis. The extra blank sheets are used in the subsequent binding process.
The University library is responsible for binding these two thesis copies which then
become University property. Providing and binding additional personal copies or copies
for committee members or the department/school are the responsibility of the student.
(Information regarding binderies is available from the Thesis Examiner.)

Note: After binding, the original and copy of the thesis will be placed on file in
the University library. One copy will be placed on the library shelf; the "original” copy
will be kept in the University library archives.
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PROCEDURES

Dates and Deadlines
The schedule of "Important Dates and Deadlines™ for each graduation is printed
by the Graduate School and available in the Graduate School office and in each academic
department or school offering graduate programs. May graduations are printed on pink
paper, August graduations on yellow, and December graduations on green paper. The
deadlines are also available on the Graduate School Web site (www.grad.ilstu.edu).

Continuous Registration

A master's student who is writing a thesis and who has completed all degree
requirements, including approval of the Proposal, must maintain continuous registration
each semester with either thesis hours (499) or one semester hour of thesis audit (499.01).
This requirement does not apply to the summer term unless the student is graduating at
the end of that term (August). This regulation applies to any master's student planning to
graduate with a thesis option, regardless of the catalog under which the student entered.

A thesis student who has completed the required 4-6 semester hours of 499, has
completed all course work on the plan of study, and whose "Research Proposal Approval
Form™ has been accepted by the Graduate School may apply for one hour of thesis audit
(499.01). The student must contact the Graduate School (309/438-2583) to request
registration for 499.01.

After the student has been registered for 499.01 for one fall or spring semester,
the Registration Office will automatically register and bill the student for 499.01 each fall
and spring semester until continuous registration is interrupted, either by non-payment of
the tuition bill or by successfully meeting all graduation requirements. Any student
interrupting continuous registration without obtaining a leave of absence from the
Graduate School must, upon re-enrollment and/or reinstatement, pay tuition for one
credit hour of 499.01 for each of the delinquent semesters. Any student requesting
reinstatement in a degree program must direct an application for re-admission to the
Graduate Admissions Office.

Department/School Requirements
The student is responsible for maintaining communication with appropriate
department or school personnel regarding writing style requirements and preferences
within the academic field, additional requirements and procedures that may differ from
other departments or schools, related topic studies, etc. For information regarding the
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writing manual preference of a specific academic department or school, refer to the
Graduate School Web site (www.grad.ilstu.edu).

The committee members and the department/school or college office may also
require additional final copies of the thesis. The student should present the requisite
number of copies to these entities on the paper suggested by the appropriate committee
members or administrators. Provisions for copies as stated in this Guide concern only the
original and copy intended for acceptance by the Graduate School.

Format Check

After proofreading the document and no later than 10 days before the oral
defense, the writer must submit the thesis to the Thesis Examiner in the Graduate School
Office, 310 Hovey Hall, for the first format check. There are no paper specifications
required for the format check; however, the writer should note the "Format Check List" at
the end of this Guide which must be completed and deposited with the thesis at the time
of the format check. The Graduate School requires that a complete and accurate copy of
the thesis be presented to the Thesis Examiner for the format check. The oral defense is
to be supportive of a final, finished work and not of an intermediate draft. It is required
that text, tables, figures, et al. be arranged consistently, in uniform font and layout, in the
format check copy as well as in the final copies. The thesis must be left in the Graduate
School Office for at least three working days for this first check. The student will make
an appointment with the Thesis Examiner to discuss the Examiner's findings. This step
may be repeated.

No later than seven days before the oral defense, the writer must meet with the
Examiner to discuss the format check findings. Once the thesis has been approved and
determined acceptable by the Thesis Examiner, the Examiner will issue to the student a
Right-To-Defend, which will allow the scheduling of the student's oral defense. The
student then makes two examination copies of the thesis and deposits them in the
academic department or school office for review by interested persons for seven days
prior to the oral defense. After the oral defense, the Right-To-Defend will be signed by
the thesis committee chair to indicate that the student has successfully defended the
thesis.

Students should check the "Important Dates and Deadlines" sheet for their
graduation in order to determine their individualized scheduling needs. Should students
encounter scheduling complications due to employment, committee member needs, or
travel, they should contact the Examiner to discuss potential alternate arrangements.
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Final Copies and Forms
After successful defense of the thesis before the thesis committee and prior to the
deadline announced in the respective semester/session's "Important Dates and
Deadlines,"” the student will present to the Graduate School Thesis Examiner for
approval:
1. The signed Right-To-Defend form;
2. Two unbound, identical, signed copies of the whole work
(including signed annotation, abstract, and approval pages)
on 25 percent cotton content white paper;
- The student may present the original and one photocopy,
or the student may present two photocopies of the work.
- At least one of these copies must carry the original ink signatures of
the committee members.
- Requirements for paper quality, absence of errors, and physical
appearance of the work are standard whether the student
presents original or photocopy pages.
3. Four blank sheets of the paper used for the original and four blank sheets of
the paper used for the photocopy.
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PHYSICAL SPECIFICATIONS

Margins

Because theses are ultimately filed as bound volumes in the University library,
students must maintain margins which allow ease of binding and reading of the bound
work. Binding pages at the left requires that .5 inch of paper be reserved for the binder's
convenience. Thus, text must be typed on the 6.0 inch space between the 1.5 inch left
and 1 inch right margins. The top and bottom of each page will also maintain a 1 inch
margin. Any centered text (e.g., headings, titles, numbers) should be centered within the
6.0-inch-long typing line. Text on full pages should fill the space allowed,; that is, the
text should be left justified and come as close as possible to within one inch of the page
bottom and as close as possible to the 1 inch right margin. Some fonts lose readability
when the text is both right and left justified; therefore, right justification of the text is
strongly discouraged. The typist might wish to prepare a template to indicate the
acceptable margins for the finished work.

Font Style
The font should be of a common style such as Times, Roman, or Helvetica and
not of an unusual style such as cursive, script, Gothic, or Italic. The entire thesis is to be
in the same font, although exceptions can be made, when necessary, for tables, charts,
figures, and appended materials. In most cases, a 10, 11, or 12 point size is preferred.

Some Acceptable Fonts: Some Unacceptable Fonts:
Courier Athens
Helvetica Chancery (or Script)

Palatino Chicago

Times Garamond
Times New Roman Geneva
Bookman (12 point) London

Los Angeles

Monaco

New York

San Francisco
Venice
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Page Numbering
Every page of the thesis must be numbered except for the annotation, abstract,
title, copyright, and approval pages. Do not add periods, hyphens, or other decorative
punctuation to page numbers.

CORRECT INCORRECT
1 1.
2 -2-
3 -3

* Preliminary pages (including the Acknowledgments, Contents, Tables and Figures
listings, et al.) are numbered with lowercase Roman numerals, positioned on the 1 inch
bottom margin and centered within the 1.5 inch left and 1 inch right margins. On full
pages of text, the last line of text should appear one double space above these page
numbers.

* Introductory pages of chapters, the references section, and addenda, are numbered
with Arabic numerals positioned on the 1 inch bottom margin and centered between the
1.5 inch left and 1 inch right margins. The last line of text on each page appears one
double space above the respective page number.

 All secondary pages are numbered with Arabic numerals positioned on the 1 inch
top and 1 inch right margins. These page numbers should not extend into the top or right
margin space. Text begins one double space below these page numbers.

For additional assistance in obtaining the correct page number format, refer to the
"Formatting Help" section under Thesis/Dissertation on the Graduate School Web site or
contact the Thesis Examiner.

Spacing

Headings or titles on introductory pages (first pages of acknowledgments,
contents, tables listing, chapters, References, appendices, etc.) must begin 2 inches from
the top of the paper. The design and spacing of prefatory pages should follow the format
given in the "Sample Pages" section of this Guide. The 2 inch mark should typically fall
somewhere on the first line of type, i.e., from the top of the uppercase letter to the bottom
of the letters with "tails.” If this cannot be achieved exactly, it is preferred that the 2 inch
mark fall above the top line rather than below it.

Text throughout the document must be double-spaced. Judicious use of single,
triple, and quadruple spacing to "set off" headings, tables, and illustrative materials is
allowed if within the Graduate School guidelines. Be sure to consult your department or
school and the specified writing style manual for typical spacing standards within your
particular field of study.
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Paper: For Format Check
Plain, multipurpose paper (paper that is typical for photocopying and printer
needs) is acceptable for the format check stage.

Paper: For Final Copies
The two final copies of the final thesis presented to the Graduate School must be
of a uniform format, error-free, and on high-quality paper of substance and durability.
Requirements are that the paper be:
* white,
* 8.5 inches x 11 inches,
* unlined,
» of 25 percent rag or cotton content, and
» of at least twenty-pound weight (standard for most printers and copiers).
Erasable paper is not acceptable.
Use of Illinois State University or any state or academic institution's watermarked
stationery is strictly prohibited.
Recycled paper that meets all the above criteria is acceptable.

Copies
The term "original” refers to the thesis that has been printed by a printer directly
onto the required paper type, has original signatures, and is in the format approved by the
Graduate School. The term "photocopy™ refers to the exact duplicate of the "original
thesis that is generated by photographic or photocopy means. The final "photocopy” may
have either original signatures or photocopied signatures.

Corrections
Means of correction used in the thesis must not be detectable to the reader.
Erasure and ink-removal may be acceptable means of correction. Correction fluids,
correction tapes, and correction strips are not acceptable means of correction. If any
errors or means of correction are detectable on the final copies submitted to the Graduate
School, the appropriate pages must be corrected and replaced prior to the deadline for
final copy submittal specified for that term.

Photographs and Illustrative Materials
The mounting of photographs, drawings, pockets, or other illustrative materials
onto the thesis pages must be done so as to assure permanent adherence. Adhesive tape
and glue are not acceptable, as these materials become unsightly and are impermanent.
Materials should be mounted with heat-fixed adhesive paper or with permanent-bonding
spray adhesive.
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Use of color illustrations is not encouraged. However, if color is used, be mindful
of contrasts in value as well as in hue: Blue, green, and red are different colors, but if
their value is the same, on gray scale copies, they may appear without distinction. If
color is utilized for some illustrations, those illustrations must appear in color in both of
the final thesis copies submitted to the Graduate School Office. (Please note that, if in
the future Milner Library staff are required to photocopy the archived thesis, subsequent
copies will likely be reprinted in black and white or in gray scale, and not in color.)

Some printers are capable of producing acceptable photographic images. To
ensure that the required level of reproduction and final product is maintained in your
thesis, contact the Graduate School with samples for approval.

Note: Each of the final copies submitted to the Graduate School must contain
identical color images. Writers must prepare identical originals (not one original and one
copy) of the materials mounted or printed in color. The writer will be responsible for
consulting with committee members, the department or school, and the Graduate School
regarding the appropriateness of unusual treatments.

Lettering and Drawing
Text generated by computer graphics packages and software is preferred. Hand-
lettering or drawing must be of professional quality. Every effort should be made to
prevent smudging and/or "bleeding" in the final copies.

Required Parts
Regardless of academic department/school or what is common in professional
publications for that discipline, all theses produced at Illinois State University must
include:
Annotation
Abstract
Title Page
Thesis Approved Page
Contents Listing
(Listings for illustrative materials)
Chapters / Sections
References
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APPENDIX
SAMPLE PAGES FOR
THESIS

The following pages are examples that should be followed for formatting the
pages of the thesis. Explanatory information regarding format is, wherever possible,
incorporated in the example. The sample pages which follow are to be followed by
master's level thesis writers. Pagination found on these sample pages is located
appropriately for the thesis, on 1" bottom margins for preliminary sections and
introductory pages and on the 1" top and 1" right margins for secondary pages.

The completed thesis should present pages, printed on a single side of the paper,
in this order:

Annotation

Abstract

Title Page

*Copyright Page

Thesis Approved Page
*Acknowledgments Page
Contents Page

*Tables Page

*Figures, Schemes, Taxonomies, Graphs, Maps, etc., Pages
Text Pages

References

*Appendix / Cover Sheet

*Inclusion of these sections and pages will depend on the contents of the thesis and, at
times, on the writer's preference.

Note to Student:
Boxes have been added to many of the following pages to provide information
regarding correct presentation of those pages. These boxes and the information
within them are NOT to be reproduced in your document.




