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Section l:ntroduction
and Initial Considerations
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Congratulations on nearing the completion of your thesis, dissertation, or synthesis project!

The Guidelines for the Preparation and Submission of Theses, Dissertations, &@d Synthesis Projects
resource



You may insteagdhoosea professional journal as your style guide. If you elect to do so, the
Graduate School will requirthat you to provide a sample article (including notes and
bibliography) and the style guidelines from that journal.

Your chairwill identify the selected manualsifle on the Preliminary Approval of Thesis,
Dissertation, or DNP Synthesis Project Manuscript WebfOihe selection of thisianual of
style will guide the Graduate School in its review of your manuscript.

A Note Regarding Software and Word Processing Programs

No matter which word processing program used, students must adhere to all specifications and
guidelines set forth in &Guidelines for the Preparation of Theses, Dissertations, and Synthesis Project:

The Graduate School stathd editorswill be viewing your work with Microsoft Wortihe
University and the Student Government Association have partnered to make it, along with the
full Microsoft Office 365 ProPluiite freeto students, faculty, and staff. Go to

https:// servicedesk.louisiana.edu/office365studerninstall.

For LaTeX users, the Graduate Schaodlersa LaTeX template that meets the style guidelines
contained herein, and thus, must be used when formatting.

Presentation Style: Traditional or Compilation?

The Graduate Schodlsoallows you to present your manuscript as one work or as a compilation
of works. You should discuss with your committegrperson (or Graduate Coordinatevhich
format willbest fit the nature of your work and your academic plisa.

In most cases, authors follow a Otraditional formatO that presents a single work that includes an
introduction and several chapters and puts fdrthroughout the entirety of the wdkka
comprehensive argument, hypothesis, or set of questions setirch and analysis.

In some cases, authors use a Ocompilation formatO that presents several separate but related
pieces of scholarship. Such compilations do not necessarily develop a single, comprehensive
argument, hypothesis, or set of questions, buergtresent a collection of works that
demonstratescholarly or creative contributions to the field of st@gompilation formatO is



¥ There must be a single Introduction that addresses the commonalities among the separate
works includedeven if the separate parts have their own Introductiénsimilar
conclusion is mmmended but not required.

¥ There must be a single Abstract that treats the compilation as a whole (even if additional
abstracts are provided for each work included).

¥ Pagination must adhere to the formatting requirements set forth ineréhe manuscrip
must be consecutively paginated without interruption.)

Previously Published Work

Somecommitteesllow for the inclusion of previously published (or submitted, in press, or under
review) journal articles or similar materials in a thesis, dissertatisyntbiesis project. In all
such instances, the following requirements apply:

¥ If the material is cauthoredthe ceauthormust approve its inclusion.

¥ If the material is copyrighted (i.e., if you are the sole author but the copyright is held by
the publi$ier), you must satisfy the requirements outlinetiegnOCopyright Issu@s
discussion below.

¥ If included in the body of the manuscrigite materiaimust adhere to the formatting
requirements set forth here (and regardless of how the materitdrweasted for
publication).

Copyright !

A copyright is the exclusive legal right granted to an author under which he or she is given the sole,
exclusive privilege of publishing, copying, and/or selling their work.

A copyright also prevents other partiesvirpublishing, copying, and/or selling that (copyrighted)
work.

As such, copyright law sets out the rights of the holder as well as the responsibilities of those who
wish to use the work in some fashion.

Copyright Compliance

Avoidance of copyright infringement is your responsibility as an author and scholar. Given this,
all graduate students must sign and submit to the Graduate School the OAcknowledgement of
Responsibility for Copyright ComplianceO form when they apply foriggiom to Candidacy.

Style manuaand professional jourredlemonstrate appropriate procedures for documenting

the inclusion of other authorsO published words and ideas in your research. For the inclusion of
such materials beyond the use of brief quotesti you may be required to obtain written

permission from the individual(s) or entity owning the copyright.



All permissions that you obtain for special inclusion of copyrighted materyabe presented as
an Appendix inyour manuscripgtbut such inclusin is not requiredif you do include an
Appendix, you should include a copy of the letter granting permission for use and, in an
explanatory foot/endnote where the material is first cited, you should provide the following
statement: OPermission to incl{lte the material] was obtained from [cite the grantbr o
permission] and is included in the Appendix hére

Even work that you have authored oraothored, whether published or unpublished, may

require that you seek copyright permissions. Beforedimgjuisuch work in your thesis,

dissertation, or synthesis project, take care to obtain written permission from the entity owning
any copyright (e.g., a publisher, a funding agency who has published any or all of the results of
your research, a eauthor).!

1.! If your coauthored work has been published and the publisher holds the copyright,
then you must obtain written permission from the publisher.

2. If your coauthored work has been published and the copyright is shared by-the co
authors, then writtepermission must be obtained from each of thienthis case,
seek guidance from the publisher as to the appropriate procedure.

3. If your coauthored workhas ndieen published, then you must obtain written
permission from each of your-aoithors and/or anyother entity owning copyright
(e.g. a funding agency publishing any or all results of your research).

Registering Copyright

The Graduate School encourages you to take the additional step of registering your thesis,
dissertation, or synthesis project with



Note: I1tOs advised that authors wishing to register their copyright with the U.S. Copyright Office
allow ProQuest/UMI to do so on their behalf as 1) the cost is simildoitay it on your own and
2) they are a company that specializes in such matters.

To Embargo, or not?

As a public research institution, the University of Louisiana at Lafayette is committed to making
the thesis/dissertation/synthesis projects produceteatdniversity openly available to the
scholarly community and the wider public to share and advance knowledge.

There are, however, circumstances when a thesis, dissertation, or synthesis project may contain
information that for creative, academic, or psdg®mnal reasons, is of a sensitive nature. A
dissertation, for example, may contain descriptions or diagrams of products in development that,
were the dissertation to be made immediately public, could hinder an application for a patent. As
a further examm, another project could be a completed novel or critical work, which, if
immediately released to the public, could hinder subsequent press publication of that work.

An embargo (sometimes called a OsequesteringO) is when the public dissemination of a
thess/dissertation/synthesis project is delayed by a set period of time. The majority of
theses/dissertations/synthesis projects are not embargoed, but the University of Louisiana at
Lafayette does consider applications for embargoing your work.

It is important to note that there are pros and (sometimes significant) cons to embargoing your
work, and we have provided a set of resources in the Appendix@tittielinésr you to further
acquaint yourself with if you believe your work may need to be embaigeetecommended

that you also discuss the possible need for an embargo with members of your committee, your
graduate coordinator, and, if necessary, the Graduate School.

If it is decided that an embargo may be necessary, students must complete thesOfiReq
Academic Embargo FormO found on the Graduate School website. Students who request an
embargo must still submit to ProQuest/UMI Dissertations Publishing. If the embargo request is
approved by the Graduate School, then the thesis, dissertatiomtbesis proj*ct will be stored
within the ProQuest/UMI database until the scheduled lift date of the embairgo.



Section 2
Formatting Guidelines



0&%1+$$*#213(*/,*H/.

All theses, dissertations, and synthesis projects must be formatted in adherence to these
requirements except as noted below where variation is permitted.

LaTeX usersshouldcontactthe Graduate Schodbr a LaTeX template that meets the style
guidelines contained hereie strongly encourage using t



¥ Avoid Owidows and orphansO by ensuring that you have at least 2 lines of a paragraph at



Headings and Subheadings
¥ To aid in consistency and uniformity, the Graduate Schegliresthat all theses
dissertationsandsynthesis projects, regardless of discipist conform tohe
followinglevel heading®rmat:

-[#$1%/'718&,"NO*$,/1-+./1:/+*#2 |
"HS%I&H' ()1 +*1+1)#, -+ .+ +-/0!
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THIS PAGE INTENTIONALLY LEFT BLANK
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Section 3.
Manuscript Ordering and
Sectionby-SectionGuide
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The following components and ordereqjuired for all theses, dissertations, and synthesis
projects unless noted below as OoptionalO or an exception has been approved by the Graduate
School.

What follows the table is a full sectimpsection, pagéy-page guide to these items. Some
sample pages are intentionally left blank due to major differences in style guide guidance for
those components, or to ensure digeside comparisonsan exisbetween instructions and
sample pages

"HSY&! )+~ +-$/$+&I011(2/($3 ! 4H#3)$H+) B 5)&i21)$16#78/1-0),-$+/$+&
4(/8) )SH(I#+I)#8! A&J5-BI(1,#&]1 —
I=/=>1?(-$+H#++/(@ C-.#$ID%./(#38&

F=6)+BH$21G**(-H#814#3/ O6$+17%+12-15-9R7/( | D-!
I= ~,()3J+14#3/ 6179+ 12-15-9R7/( | D-!
K-GT&+(H#'+ S HHSD%. (! E/&!
L=M/2) #+)-$I<-*+)-$#8@ S HHSD%. (! E/&!
N-O%)3(#JI<-*+)-$#8@ S HHSD%. (! E/&!
P=G'Q$-B8/23 /$+&I<-*+)-$#8@ S HHSD%. (! E/&!
RG#78/1-01 -$+/$+& S HHSD%. (! D-!
S5)&+1-0I6HT8/I<O-(HHTBIRNSIHT]  -%$H#$2D%.7/( E/&!
+1-912)39 Y&t (H4)-

gﬁé%i&?&ﬁfﬁ%@& esa S +HSDY. (! E/8!
FF5)&+-9IG77(IH)#&)-

<9-(!L??(/H)#+)-($&)!)§!()+}$T+@ HSHESDY.TI(! E/&!
FI=2-(/B-(21<-*+)-$48@ ~9%6$##$2D%. 7/ | E/&!
FKA(/9#/1<-*+)-$43@ S+, 7! E/8!
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Item One: Title and ApprovalPage

-------------------- CIKLMCIN

The Title and ApprovalPage is the first page of your thesis/dissertation/synthesis project and is
required from all students.

15
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ltem Two: Copyright Page

CJKLMCJIN

The Copyright Page follows the Titend ApprovalPage.T o protect the right of copyright, it is
only necessary under current lavetffix a notice of copyright.he copyright notice should give the full
legal name of the authpyear, and notation of all rights reserved as the example here illustrates.

It's important that you do this, because otherwise your thesis/dissertation/sgrtaect will
become part of the public domain immediately after acceptance by the Graduate School and delivery to
ProQuest/UMI. Make sure to revieection 1 of th&uideline@ghere we recommentdikingthe
additional step of registering your thesis/dissertation/synthesis project with the U.S. Copyright Office, a
department of the Library of Congress.

HereOs your quick checklist for the Copyright Page:

I Create a copyright page by spacing down 40 sispggeed lines from your top margin.

I Useyourfull legal name after the copyright symbol.

I Doublespace between the lines.

I Ensure thathie font and sizes the same ahe rest of the manuscript.

I Ensure thathe page number on the Copyright Page is suppilgisee counted but not
numbered)

I Ensure that the&€opyright PageloesNOT appear in the Table of Contents.

Next up: Abstract
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Item Four: Dedication Page

GB#MGOD:"

The Dedication Pagis an optional page, but, if you choose to include it, it should be cdunted
not numbered, and should be the first page listed in your Table of Confiéaite.sure to check the
corresponding sample page to see how it should look in physicaNoteihat theword ODedicationO
does not appear on this page. Simply center your italicized text in the middle of the page and youOre done.

The Dedication Page gives you a chance to dedicate your work to a person, cause, etc. There is
no set requiremerfbr the dedication's content, but most dedications are of a few $ioese dedications
contain humor, sombonorloved ones othose who have passed away, and some, like Mark Danielwski's
dedication inHouse of Leaaes mysterious: "This it for you."

Be aware that the Dedication Page is different from the Acknowledgements Pageowtveite
specifically thank those who helped you with your thesis/dissertation/synthesis project.

HereOs your quick checklist for the Dedication Page:

I The word ODedicationO should NOT appear on this page.

I Center your italicized text in the middle of the page.

I Ensure thathe font and sizes the same ake rest of the manuscript

! Ensure that there i@ page number on thBedicationPage.

I Ensure that the DedicatioRageappearsn the Table of Contentand iscounted.

Next up: Epigraph Page
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ltem Five: Epigraph Page

GB#MGOD:"






ltem Six: Acknowledgements

"GB#MGOD:"

The Acknowledgements Page is more of a formal thank you to those whiwelfzee you in the
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ltem Seven: Table of Contents

CJKLMCJIN

The Table of Contents lists each item in your thesis/dissertation/synthesis project, and there are
two specific components you'll be dealing with: dot leaders and healfigidse&commend you take a

S "MQQ
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Item Eight: List of Tables
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ltems Nine-Ten: List of Figurds
List of lllustrations

CJKLMCJNP
(*Requiredonly if youinclude
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ltem Eleven List of Abbreviations

CIJKLMCJINP"
(*Requiredonly if youincludeAbbreviations in your document.)

The List of Abbreviations should be included if you use abbreviations in the body, the notes, or
the footnotes of your document. Remember that a reader may not be familiar with every single
abbreviation you are using, so this List of Abbreviations provides an easy reference guide for any reader to
look at.Simply follow the example on the next page.

There are a few specific things to keep in mind on this List of AbbreviationdPsije.
abbreviations of state names and publishing companies, as well as commonly used and recognized
abbreviations ("cm" for centimeter, for examplioNOT need to be listed.

HereOs your quick checklist for the List of Abbreviations:

Make abbreviations flush with the left margin of the page.

Do NOT use dot leaders between each abbreviation and its explandgerone tab space
over between the abbreviation and the explanation.

Order abbreviations alphabetically.you are using Greek symbalsdRoman letters, then

you should consult your style guideOs guidance on the alphabetical ordering of theése, as tha
ordering can differ.

Single space between eaalbbreviationentry.

Show the exact abbreviation as it appears in the text.

Do NOT use bold typeface fabbreviations

Ensure that the font and size is the same as the rest of the manuscript.

Ensurethat there isa page number on thieist of AbbreviationsPage.

Ensure that the List dibbreviation Pagappearsn the Table of Contentand that it is
counted.

Double check your List &bbreviationdor accuracy against the manuscript contents before
submitting the manuscript to the Graduate Sdhoo

Next up: Foreword
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ltem Thirteen Preface

""""""GB#MGOD:"
The Preface is statement preliminary to the body of your thesis/dissertation/synthesis project.
The Prefacédhas a very particular purpose: It allows you (usually speaking in thpefgeh "I")

to talk about the purpose, plan, or preparation of your work, or how you came to do that work; it helps
make clear how you see the relationship between you and ydkr wo
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ltem FourteenIntroduction

G B#MGOD:"

Sometimes there is a bit of confusion as to whéttanduction should contain, and where it
should fit in with the rest of the body of your Thesis/Dissertation/Synthesis Project. Let us help you make
sense of that.

Generally, an Introduction differs from your actual chapters in that it gives background
information that igrerequisiteyour argument but does not necessarily beiottge argumentThe
Introduction should therefore (unlike the Preface) lead into the argument and essentially set the stage for
it. A good example would be Harold Bloom's Introduction for his b8blakespeare: The Invention of the
Humanin the body of that text, Bloom writes an essay on each of Shakespeapiis)3dlays, but his
Introduction deals with how Shakespeare isiveusal.O When writing thidfjve essays on Shakespeare's
creation of individual characters in his plays, the Introduction allows us to see the work in a general
context, and how Shakespeare became so central to Western literary trawligffact, the Introduction
is complementaithe rest of the work, allowing each following chapter to more narrowly facufar a
reader unfamiliar with the topic at hand, the Introduction should orientate them and make them feel
comfortable enough to proceed, evermdyt entered your Thesis/Dissertation/Synthesis Project without
knowing much about the subject.

This is a general example of an Introductidhat said, each discipline has its own traditions
concerning Introductions, and given that, you shdatdiliarize yourself with a fescent Introductions
from major works within your discipline and consult with your advisor and committee members on
constucting and Introduction.

HereOs your quick checklist for the Introduction:

I Create a Level 1 Heading for the titin@oductionO

I Ensure that the text is left aligned

I Ensure that the font and size is the same as the rest of the manuscript.

I Ensure that there is a page humber on all pages dhtraluction

I Ensure that théntroductionappearsn the Table of Contents and is counted.

Next up: Chapters
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Item Hfteen Chapters

CJKLMCJIN

The majority of the content of your Thesis/Dissertation/Synthesis Project will be considered the
"body" of the documenDepending on your discipline (but in the vast majority of cases), all of this
content will be arranged into chapters.

Make sure that your chapter titles and subheadings are accurately represented in the Table of
Contents when you are doing your final {stgmission review of your docume®écondly, you should
consult with your committee (and style guide) to check if themgpanific chapter requirements (or
formal suggestions) in terms of organization, structure, and number.

Take another look at the Formatting Guidelines presented earlier in these Guidelines as to

margins, typefaces, spacing, justification, paginationnthgsion of tables, and headings/sbadings.
Having these in mind in advance will help you avoidaistute reformatting rushes.

Next up: Endnotes
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ltem Sixteen: Endnotes

"GB#MGOD:"

Endnotes are similar to footnotes in a text, giving extmanatoryinformation to the reader that
may be of interest, but may not comfortably fit in the body of a paragfdfgrnatively,and perhaps
most often,
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Item Eighteen: Apendix/Appendices

"GB#MGOD:"

The Appendix/Appendices represent the point in your dissertation/thesis/synthesis project where
you can place material relevant to yargument (or creative product) that may have been too long or
unwieldly to include in the body of your dissertation/thesis/synthesis pr&jach topic or item should
have its own separate appendix (this helps your reader be able to navigate to it).

Someexamples of items that may nedir own Appendix include questionnaires, surveys,
transcripts of interviews, tables, figures, long $isfsyvare codes, well logs, letters of permission,

Formatting and organization will once again vary accordintpe style guide you have chosen,
but make sure to doubleheck that all of your navigating markers in the body of your
dissertation/thesis/synthesis project are accurate to the item(s) in your appeadizint in the body
tells a reader to look &ppendix C" for a questionnaire you are referring to, make sure that "Appendix
C" contains the questionnaire and not something else entitetitemember, all appendices must be
listed in the Table of Contents.

Keep in mind that your document will bev@ilable as a PDF and data tables included in your

Appendix will not be easily manipulated. Therefore, the Graduate School suggests not including data
tables that are longer than 10 pages.

Next up: Permission Letter(s)
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Item Nineteen: Copyright Permission(s)

"""GB#MGOD:

This section will include all permission letters for material and content that youOve had to seek
permission to useisually in the form of letters to publishers (we have included a safimagbermission
letter to publisherto the right, and a template on the website that you can Ne#) that while inclusion
of your permission letters in your docent is optional (having them in your own records is sufficient),
reaching out for permission when necessary is not.

After you have written your letter, include in your Permission Request a Response Pagedok yioel
are requesting permission frothmay look something like whatOs below (and should be on a separate
pagefrom your letter of requekst

RESPONSE PAGE

As althe copyright owner of the materidentifiedherein, | am granting permission for
the use of the same requested material:

Title of Work: [Insert the full citation for the requested work here]

Name:

(Please print)

Signature:

Title:

Date Signed:

Next up: Biographical Sketch
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ltem Twenty: Biographical Sketch

CJKLMCJIN

The biographical sketch gives your reader a brief idea about who you are, where you come from,
and, if you are so inclined, your parents' names, educationacdiarly achievements, and professional
activitieslt's usually quite formal, and that is confirmed by the fact that it should be written in the third
person singular poirdf-view; that means it should sound something like the included example.

Ultimately, the Biographical Sketch can contain as little or as much information as you like, but
we do ask that at minimunypu provideyour academic history, including the degyouare currently
pursuing,and any previous degrees earned.keep it brief. Somethingetweernl00-150 wordds more
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To expedite the submission and approval process, please take care to ensure that your thesis,
dissertation, or synthesis project conforms to all guidelines prior to submission. If it does not
adhere to these requirements, your manuscript wilbechccepted for review and/or it will be
returned to you for correction. Such delays can result in the Graduate School not being able to
provide graduation clearance and your degree will not be conferred.

Please remember that you must successfully defend and make any changes required by

your committee before you may submit your manuscript to the Graduate School for final
review and approval. No changes to content can be made to your manuscript once it has been
submitted to the Graduate School.

Defended manuscripts must be submitte