Name: DISSERTATION GUIDELINES RUBRIC

Degree:

Program:

Rubric for Preparation & Submission of the Electronic Theses, Dissertations, and
Dissertation Abstracts

l. General Complete Incomplete

A. TYPE SET - 12pt

B. MARGIN
Left & Top — 1.25 in| Right & Bottom —0.75 in

ABBREVIATIONS: No abbreviations in TITLE.

Dissertation Committee members identified in

ProQuest
E. Keywords and subject categories identified in
ProQuest
F. FLY PAGE
Blank page needed for binding only add when submitting for binding
G. TITLE PAGE

Title should be as succinct and as accurate a description of the
contents as possible. Student’s name + previous degrees

Date at bottom of the page should be month and year of
graduation for the degree conferral

H. COPYRIGHT PAGE

This is included ONLY in theses or dissertations for which an application for
registration for claim to United States copyright has been submitted

I.  Copyright Disclaimer signed and uploaded

J. APPROVAL PAGE: title is double spaced; student’s name first
letter cap, no title)
Supervising professor identified
Minimum of 5 committee signatures (4 for masters)
Signature Line for Dean
GSBS spelt out

K. DEDICATION PAGE (OPTIONAL)

L. PREFACE/ACKNOWLEDGEMENT

M. ABSTRACT (Name + degree for which student is candidate)
Title matches thesis/dissertation.
No abbreviations in TEXT OR PROQUEST ETD unless one of the
following: Mathematical and chemical formulas, symbols, chemical
structures, and words of foreign languages.
Abstract page is structured as such:
Title, Publication # assigned in ProQuest (underlined),
Author’s Name, Institution, Supervising Professor

No visible page numbers on title, approval, dedication & copyright pages

Literature Cited and Vita in TOC are first letter cap and NOT all cap



Il. Numbering/Organization
A. SEQUENTIAL ORDER
The content should be arranged in the following order:
1. Title Page, Copyright*, Approval Page, Dedication*,
Preface/Acknowledgement, Abstract, Table of
Contents, List of Tables, List of Figures/Plates*
2. Text Components (Actual Body), Appendix*, List of
Abbreviations*, Literature Cited, Vita
Page numbers are centered 0.75 inches from bottom
of the page
B. TABLE OF CONTENT/PAGE ARRANGEMENT
Page numbers in Table of Content match page
numbers in text

Headings preceded and followed by double spacing

Subheadings with multiple lines are single spaced or
alternatively double space all
Major headings are all caps in TOC

Preliminary Pages
- Listed in lowercase roman numeral (i, ii, iii, etc.)

- Titles in list of figures and list of tables

- First letter of each noun should be capitalized

- Title in table of contents (including list of figures and list
of tables) should not impinge on column with page
numbers

Text Pages
Listed in Arabic numerals (1, 2, 3, etc.)
Must include subsections

Supplementary Pages
Listed in Arabic numerals (1, 2, 3, etc.)
First letter of every word capitalized

Maijor titles are all caps and centered on the page

Begin each major section on a new page

Subheadings must be underlined

Triple spaced between chapter (designated I,11,11I etc)
heading and first line of text
Headings in body of text capitalized.
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Complete

CHECKED ON FINAL REVIEW

Incomplete



lll. Text- Associated Components Complete Incomplete
A. TABLES

Page numbers in List of Tables match figures in text.
Table should appear on a separate page and
adjacent to first page of the text where it is referred
to.
Table contains number, exact title and page
number it appears on.
Each title is double-spaced

CHECKED ON FINAL REVIEW

CHECKED ON FINAL REVIEW

B. FIGURES
Page numbers in List of Figures match figures in CHECKED ON FINAL REVIEW
text.
Each figure requires a figure number, a title, and in
most cases, an explanatory legend.

Legend must be placed on the bottom of the figure.
5 lines between figure and legend

If legend does not fit on page, it is on centered on a
separate page immediately following the figure

Each figure should be placed adjacent to the first

s CHECKED ON FINAL REVIEW
page of the text on which it is referred to.

Figure title should be capitalized in the same way as
it is in the List of Figures (nouns capitalized)

C. PLATES
Glossy photographs must be no larger than the page margin
limits and be mounted with dry-mounting tissue or a
mounting cement. If several small related photographs are
mounted within the margin limits on a single page, the entire
page is designated by a figure or plate number, and each

CHECKED ON FINAL REVIEW

individual photograph lettered as A, B, C, etc.

D. QUOTATIONS
Prose quotation of two or three sentences and over four lines
long should be in block quote (i.e., single-spaced, indented
uniformly 5 spaces from the left margin).

E. FOOTNOTES
Should be used sparingly. Footnotes should be placed at the
bottom of the page, and demarcated from the text by a solid
line beginning at the left margin followed by double-spacing
before the footnote is typed in single-spaced format.
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Complete Incomplete
IV. Supplementary Components

A. APPENDIX
The following types of material may be appropriately placed in
an appendix: Descriptions of computer programs, computer
printouts, lengthy quotations, detailed tables of complex
original data, details of mathematical or statistical analyses,
guestionnaires and verbatim responses, subject consent form,
letter to agency for access to subjects, etc.

B. LIST OF ABBREVIATIONS
List should consist of two columns with the abbreviations
arranged alphabetically in the left-hand column and the
parent word or term in the right-hand column.

C. LITERATURE CITED
References should be cited according to the guidelines stated
in CBE Style Manual.
D. VITA
The Vita section should be in narrative form and should
include the following information:
Full name of candidate
Parents’ Names
Birth date and place
Colleges from which previous degrees were received, and
year of degree
Scholastic honors received
Year of admission to degree program at UTHSCSA

E. ELECRONIC PUBLISHING
Document is uploaded as a PDF file with the following
specifications:

Optimized for printing

No security settings

All fonts are embedded into file

Images/graphics resolution of at least 600 dpi
F. USE OF COPYRIGHTED MATERIAL
Must obtain written permission for use of copyrighted material PLEASE ENSURE THAT YOU HAVE PERMISSION

from the holder of the copyright, identified by either the symbol TO USE ANY COPYRIGHTED MATERIAL USED IN
© or the phrase “For permission to reproduce material....” On THIS DISSERTATION / THESIS

one of the preliminary pages of the book, monograph or journal
from which you wish to reproduce material.
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Comments:
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