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INTRODUCTION 
 
 
 

Beginning with Fall 2011, all theses, projects, and dissertations are submitted 

electronically to ProQuest/UMI for publication after all changes have been made to the 

document in accordance with recommendations of the thesis/project/dissertation advisor 

and committee and after the format review is completed. 
 
 

The ProQuest/UMI website (http://www.etdadmin.com/slu) has the answer to many 

questions that you may have about the electronic transmission of the 

thesis/project/dissertation (ETD) and the options available for publication and 

copyright. Additional resources can be found here: http://www.etdadmin.com/cgi-

bin/main/resources?siteId=279 
 
 

The Candidacy Specialists’ offices are in DuBourg Hall, Rooms 420 C&D. Please 

visit http://www.slu.edu/graduateeducation/current-students for contact 

information and procedures. 
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1: MANUSCRIPT PREPARATION 
 
 
 

Materials and 



 

Color 
 
 

Text, with the exception of web links, must be in black ink. Both black and white 

and color illustrations/figures are acceptable. 
 
 

Section Breaks/Preparing One Document 
 
 

The thesis, dissertation or project is made up of three sections: the title page, 

preliminary pages, and the body of text. To change your page numbers for different 

sections in one document: 

1. Divide your document into sections and then change the page number format 

for each section. 

2. Insert a section break (under Page Layout Tab) where you want to change the 

page numbers. To do this, click where you want to insert a section break. On the 

Insert menu, point to Break, and then click the type of section break you want to 

insert. 

3. With the cursor in a particular section, go to the Insert menu and choose Page 

Numbers. 

4. Choose the page number options you want (click Format and change the page 

number format), and click OK. 

5. Repeat that for each section in the document. 
 
 

There are also additional resources to assist with section breaks in Microsoft Word. 

https://www.youtube.com/watch?v=z0pEYmt08bM 
 
 

Abstract 
 
 

The abstract is required when submitting your thesis/dissertation or project to ProQuest. 

The abstract is to contain a maximum of 350 words. It provides a brief summary of the 

content of the thesis, project or dissertation to enable the reader to decide whether or not 

to study the entire document. The abstract should include relevant words and phrases 

upon which electronic searches may be initiated. The abstract must not contain 

subscripts, superscripts, or special letters (example: Greek characters) because they are 

not printable through Dissertation Abstracts International. References are to be 

excluded. 



 

name, and the initials of the religious order may follow the name and precede the 

abbreviations of a previous degree or degrees (e.g., Reverend Andrew Smith, O.F.M., 

B.A., M.Div.) The centered block that is low on the page (but above the year of degree 

conferral) is uniform in content except for the title of the degree sought. See example title 

page at the end of Section 1. Candidates for the Master of Science in Dentistry are 

referred to Section 5 of this guide. 
 

Preliminary Pages 
 
 

Preliminary pages are numbered with lower-case Roman numerals. See Section 

Breaks/Preparing One Document for page numbering. The headings on the preliminary 

pages (e.g., Acknowledgements, Table of Contents, etc.) must be formatted the same as 

chapter titles. 
 
 

Copyright Page (optional) 
 
 

© Copyright by 

Your Full Name Here 

ALL RIGHTS RESERVED 
 
 

2020 (Year of Publication) 
 
 

More information can be found regarding copyright in Section 4. 
 
 

Committee Page 
 
 

This page lists the thesis/project/dissertation committee members. The committee 

chairperson is listed first and the remaining committee members are listed in 

alphabetical order by their last names. Contact committee members for their current 

academic rank. Follow example at the end of this section. 
 
 

Dedication Page (optional) 
 
 

Double-space the text on this page. The title “Dedication” must appear at the top center 

of the page. The dedication may be as long or short as desired, and the thesis/project/ 

dissertation may be dedicated to whomever the author chooses. If it is just a short phrase, 

center on page, and then the title “Dedication” is optional. 
 
 

Acknowledgement Page (optional) 
 
 

Double-space the text on this page. The title “Acknowledgement” (or “Acknowledge-

ments”) must appear at the top center of the page. The acknowledgement(s) may be as 

long or short as desired. Faculty or anyone else who contributed to the work may be 

recognized (e.g., a person who distributed surveys). Grant-funding sources or an 

organization that supported your work financially or through providing information may 

be cited. 
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prepared for the benefit of the reader. The order within the List should be either 

alphanumeric or in the order of the first appearance of the abbreviation/code within the 

text. The List would be formatted in the manner of the List of Tables or List of Figures, 

but without associated page numbers. The List of Abbreviations would immediately 

follow the List of Figures within the preliminary pages. 
 
 

Body of the Thesis/Project/Dissertation 
 
 

Typically, the body is divided into chapters (sections for Ed.D. projects ONLY). 

Chapters always begin on a new page. The author, advisor, and the committee determine 

the content. 
 
 

Appendices 
 
 

An appendix is a body of supplemental text that, as judged by the author and committee, 

if included directly in the thesis/project/dissertation would compromise continuity of the 

narrative. A single appendix is assigned no number/letter/code; it is simply the 

“Appendix.” Should there be several appendices, distinguish among them by letter (A, 

B, etc.) or number (1, 2, etc; or I, II, etc); their order should be that of first mention in the 

body of the thesis/ project/dissertation. The appendix/appendices immediately follow the 

body of the text; it/they have the same rank as a chapter. See example Table of Contents



 

must appear at the top 



 
 
 
 

YOUR THESIS/PROJECT/DISSERTATION TITLE APPEARS HERE ALL IN 
 
 

CAPITAL LETTERS, DOUBLE-SPACED, BOLD 
 
 

TYPE, EACH LINE SHORTER THAN 
 
 

THE LINE ABOVE IT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

John J. Smith, B.A., M.A. 
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2: TABLES AND FIGURES 
 
 
 

Referring to Tables, Figures, and Appendices in Text 
 
 

Every figure, table, and appendix must be referenced within the text; the reference in 

each instance is through the number of the table or figure or the letter of the appendix. 

The reference may be embedded in a sentence, be placed in parentheses at the end of a 

sentence, or be a separate sentence (e.g., “See Figure 10.”). 
 
 

Placement of Tables and Figures 
 
 

A table or figure should appear shortly after it is first mentioned/referenced in the text, on 

the same or the following page if possible. If a series of tables or figures is first 

mentioned in the text as a group, the tables/figures should be located on successive pages 

without interrupting text. If a series of tables or figures is so lengthy that it may be 

distracting to the reader, the entire series can be placed in the order mentioned at the end 

of the chapter or in the appendix (e.g., “See Figures 1-6 in Appendix A.”). 
 
 

Placement of Titles 
 
 

The table title is located at the beginning of the table and the figure title is placed 

beneath the figure. The table titles and figure titles must appear on the same page as the 

table or figure. Font styles and sizes must remain the same on every table and figure. 
 
 

Table 1: Breakdown of Healthcare Cost for the Average Missouri Citizen 
 
 

Prescriptions 

 

Doctor Visits 

 



 
 



 
 

3: SPECIAL DISSERTATION OPTIONS 
 
 
 

The Three-Article Dissertation Format 
 
 

Specific Ph.D. degree programs permit the doctoral candidate the option of compiling 

three (or more) related articles that have been published or approved for publication in 

one or more peer-reviewed scholarly journals. The articles are related to a central theme. 

Each article becomes a chapter within the dissertation. Because the major field and 

dissertation committee may have particular content-based requirements, the graduate 

student must become familiar with the protocol details in the particular discipline. Not 

all doctoral programs allow the three-article dissertation, so be sure to check with your 

department before pursuing this option. See Section 4 for complete information regarding 

inclusion of articles that have already been published or are under review.  At the bottom 



 
 

4: COPYRIGHTING INFORMATION 
 
 

Determining if Material is Copyrighted 
 
 

The copyright symbol (©) indicates that the person or company whose name appears 

after the symbol copyrights the material. Some general rules of thumb are as follows: 

1) professional journals, magazines, and newspapers hold the copyrights on all articles 

they publish including articles with the student as the author; 2) publishing houses hold 

the copyright on all books; 3) foreign copyrights are as valid as U.S. copyrights; 

4) permission is required for the use of materials from some private collections and 

museums without respect to copyright. Also see the Fair Use Checklist created by 

Kenneth D. Crews (Columbia University) and Dwayne K. Buttler (University of 

Louisville). http://copyright.columbia.edu/copyright/fair-use/fair-use-checklist/



Issues of Continuity and Consistency 
 
 

A published article is a complete entity unto itself as it appears in a journal, but within the 

three-article dissertation option it is just one part of a larger document. As a result,  

 
modifications of t



 
 

5: INFORMATION FOR STUDENTS PURSUING A 
MASTER OF SCIENCE IN DENTISTRY 

 
 
 

An approved thesis format for students in the Center for Advanced Dental Education 

(CADE) incorporates a one-journal article format and a literature review. Each section of 

the thesis has its own list of references (Literature Cited or Bibliography). The same 

method of citing (note numbering or author [date]) should be used in both sections. If 

superscript numbers are used, they are to be consecutive and separate for each chapter. 
 
 

Samples of a title page and a table of contents page appear on the following pages. 
Other formatting rules of Graduate Education are detailed throughout this guide. 
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6: FREQUENTLY ASKED QUESTIONS 
 
 

Style Manuals 
 
 

What should I do when my department’s/major field’s style manual and the Saint 
Louis University-Graduate Education’s formatting guide conflict? 

 
 

In all cases, the Graduate Education formatting guide takes precedence. 
 
 

I’m using APA, which requires a running head. Do I use a running head for my 

thesis, project, or dissertation? 
 
 

No. 
 
 

I’m not sure which style manual my department uses. How can I find out? 
 
 

Ask either your advisor or department chair/graduate director. 
 
 

If 





 
 

Copies of Theses/Projects/Dissertations 
 
 
 

How can the graduate obtain a bound copy of the thesis/project/dissertation? 
 
 

Students may order a copy from ProQuest, UMI when submitting their thesis, project, or 

dissertation for publication. 
 
 

They can also order individual copies through University Bindery, a local division of 

Houchen Bindery, or from another bindery of their choice. For additional 

information, please visit www.houchenbindery.com or c a l l  (314)-918-7017. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







 
 

 Do not separate numbers from their units of measure by placing the two items on 

different lines. 
 
 
 

CORRECT 





 

Table of Contents 

 Follows the Committee Page or the Dedication /Acknowledgements Pages if they 

are included. 

    Phrase “Table of Contents” is formatted the same as chapter titles.  

     Single-space between subheadings within chapters and double-space between chapters 

        and their equivalents (List of Tables, List of Figures, appendices, etc.). 

 Page numbers in the Table of Contents are right justified. 

 Chapter titles and headings in the Table of Contents exactly match what is used in 

the text unless titles and headings are over one line in length, in which case a 

shortened heading can be used. 

 Include the items List of Tables or List of Figures if these lists are on subsequent 

pages. 

     See example of Table of Contents at end of Section 1 (Section 5 for Dentistry). 
 
 

List of Tables (needed only if there are tables in text or appendices) 
 Follows the Table of Contents. 

 Page numbers following the titles are right justified. 

 Table names in the List of Tables exactly match what is used in the 

List



 All tables, figures, and appendices are referred to in the text in sequential order. 

 Tables and figures are correctly formatted. 
 

 

Appendix/Appendices 
 If only one appendix, it is called just Appendix, not Appendix A. 

 Each appendix has a name, describing the contents of the appendix. 

 Follows the last chapter of your dissertation, project, or thesis and precedes the 

Bibliography/References/Works Cited. 

 All pages are numbered. 

 Includes all permissions granted for use of already published work. 
 
 

Bibliography/References/Works Cited 
       Format used follows the most current edition of the style guide of student’s discipline.        

Spacing of references (single- or double-spaced) is determined by the style guide 
           of the student’s discipline. 

 
 

Vita Auctoris (Required) 

 Follows the Bibliography/References/Works Cited. 

 Written in the third person 

 Written in a narrative, not resume-style format. 
 
 

Preparing for Format Review 
          Create a separate abstract (350 words or less, no references). 

  Print both documents single-sided on regular copy paper. 

 Pages are unbound and there are no hole punches and no staples. 
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