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CHAPTER ONE: INTRODUCTION
[Begin the body of your first chapter here. There is a variety of methods for dividing your dissertation. You might use chapters, sections, or manuscript numbers. Please work in close consultation with your committee chair to determine the most appropriate means of organizing your dissertation for your discipline. The most important thing to remember is to be consistent. Below please find a series of subsections detailing the Graduate School’s formatting requirements for various aspects of the dissertation.
Graduate School Formatting Requirements:
	Thesis and dissertation authors must follow Graduate School formatting requirements exactly. This is particularly true of the title page, abstract, signature page, and table of contents. There is no allowance for creativity or deviation on these pages and the Graduate School will not approve theses or dissertations that deviate from the required formatting.
More on Formatting the Title Page
The “Degree Name” field is strictly “DOCTOR OF PHILOSOPHY” for all PhD graduates and “DOCTOR OF EDUCATION” for all EdD graduates. Only masters’ graduates include the field of study, such as “MASTER OF ARTS IN HISTORY” or “MASTER OF SCIENCE IN CHEMISTRY”.
	You must use your full, official name of record on file at Washington State University in all places that require your name. This name appears on your unofficial transcripts (available at no cost via myWSU). If you wish to use a different name, you must provide the necessary legal documentation to WSU’s Payroll Office.
	The “Department Name” field must include the official unit name that is granting the degree. Some examples are “Department of History,” “School of Engineering and Computer Science”, and “Department of Criminal Justice and Criminology.” If you are not sure of your department’s official name, contact your department or gradschool@wsu.edu for assistance.
More on Formatting the Signature Page:
	This is arguably one of the most important pages to have formatted correctly BEFORE your final defense. You must secure ORIGINAL black or blue ink signatures from all committee members for submission to the Graduate School within five business days of your successful defense. The Graduate School cannot accept signed signature pages that are not formatted correctly; you must be sure that this page is correct before taking it to your examination for signatures. It is your responsibility to ensure your signature page is numbered as page ii and that it matches the example in this template EXACTLY.
Final Document Submission:
Following your successful defense, you must submit a physical copy of the abstract, title page, and signature page printed on 100% cotton paper to the Graduate School. Along with these 100% cotton pages, you must also submit a signed Hold Harmless/Copyright Acknowledgment Form. Doctoral students are also responsible for submitting a completed Survey of Earned Doctorates. Your 100% cotton pages are filed for permanent retention with Manuscripts, Archives, and Special Collections (MASC) after cataloging with WSU Libraries is complete.






CHAPTER TWO: METHODOLOGY
Chapter Headings:
	The Graduate School requires that new chapters always begin at the top of a new page within the thesis or dissertation, regardless of where text ends on the previous page.
Professionalism and Consistency:
	Authors should use the formatting and citation style guide that is appropriate for their discipline for the body of the thesis or dissertation. Whenever there is a formatting conflict between Graduate School requirements and a style guide, authors must adhere to the Graduate School’s requirements. In the body of the thesis or dissertation, there are two primary formatting considerations to keep in mind: professionalism and consistency. For example, it is perfectly acceptable to bold your subheadings (as in this template) if you treat all subheadings in the entire dissertation in the same manner. You cannot bold or underline some subheadings and not others. In all cases, be certain that your formatting decisions convey a sense of professionalism and always be consistent in how you apply your decisions. 
Page Margins:
	All pages must have at least a 1” margin with a 1.2” margin on the bottom of the page. The larger bottom margin allows you to have ½” of clear space above and below the page number. This is mandatory – please ensure that no text, charts, graphs, images, etc. infringe upon your document’s margins.
Font Requirements:
	The Graduate School requires that dissertations bear a professional appearance to the reader. While we do not enforce a set font or font size requirement, your choices must align with the following three principles:
1. You must use ONE font in your dissertation. Wherever possible, use the same font in your graphs, tables, and charts, but there is some leeway given if this is not possible.
2. Your font and font size choices must look professional. The Graduate School will instruct students to change their font or font size if the reviewer feels these elements are not in keeping with the professional appearance requirement. In all cases, dissertations must be in black font.
3. You must be consistent. Should you decide to increase the font size of your chapter headings from 12 (the setting in this template) to 14, you must be sure to do so for ALL chapter headings in the dissertation. This principle applies to the use of font effects (bold, underlining, italics, etc.) as well.
Page Numbers:
	This template is designed to help you with the most challenging aspects of pagination. Please do not edit these settings. If you need to adjust the pagination, keep the following requirements in mind. Page numbers must have at least ½” of cleared space on all sides of the number. Page numbers must either be centered at the bottom of the page or in the upper right-hand corner. If you decide to move your page numbers to the upper right hand corner in this template, you need to reduce the bottom margin back to 1” and increase the top margin to 1.2” to allow for enough space around your page numbers. 
	Page numbers must be in the same font as the rest of your dissertation. You may edit the font size to be slightly smaller if desired. Each page must be assigned a page number with the exceptions of a half-title page (see an example half-title page later in this template). Half-title pages have a number counted for them; however, the number is not visible to the reader. Front matter pages (signature page, abstract, table of contents, etc.) must be numbered using lower case roman numerals (ii, iii, iv) whereas all body pages, beginning with the first page of the introduction, must be numbered with Arabic numerals (1, 2, 3).
Blank Pages and Running Headers
The Graduate School does not permit students to have blank pages or running headers within their dissertation. Please ensure that you do not include these in your document.
Block Quotes:
Use a single or double-space for block quotes. Remember; always be consistent with your formatting choices!

Handwriting:
	Handwriting is not acceptable within a thesis or dissertation. Any graphics, drawings, figure labels, etc. must be generated by computer, typewriter, Kroy lettering, or a professional draftsperson.
Hyperlinks:
	Anytime you include a website, such as www.gradschool.wsu.edu, you need to deactivate the hyperlinks in your text. Your dissertation needs to be viewable today, next week, next month, next year, in twenty years, and beyond. In the long term, hyperlinks will no longer point to anything and will not provide much meaning for readers. The Graduate School suggests you incorporate any such referenced material into the body of your dissertation, but we require that you deactivate the hyperlink. In Word, right-click the link and select “Remove Hyperlink”.




CHAPTER THREE: ANALYSIS
Landscape Pages:
Sometimes, it becomes preferential to insert a landscape page into your dissertation. In these cases, the page number must be reoriented so, when printed, it appears in the same location as the rest of your page numbers. For instructions on how to make this change, please proceed to the next page.


This is a pre-formatted, example landscape page. There is a variety of ways to format these page numbers. This template used the directions found here (http://guides.lib.umich.edu/c.php?g=283073&p=1886009) to create this example, but if you are having difficulty, you could also use http://support.microsoft.com/?kbid=211930. Regardless of the method used to create your landscape pages, they must follow this example in formatting. 
















APPENDIX
<This is a sample half-title page>
<Half-title pages have a page number counted, but it is not displayed>




Example Image:
	Images, charts, and graphs must not enter the mandatory 1” margins. Captions for these elements may be either single or double-spaced so long as you are consistent. Additionally, be sure that your reader can easily tell the difference between your caption and the body text of your dissertation. 
[image: ]
Example caption: Captions for figures and charts may be single or double-spaced. Remember, be consistent and format all captions in the same manner.


REFERENCES
	Authors may use whichever style guide is appropriate for their field. Remember to be consistent and use the same citation style throughout the dissertation. Additionally, you may either place references at the end of each chapter or at the end of the document. In all cases, references pages always start at the top of their own page and the page heading must be formatted in the same manner as a chapter title.
Additional Resources
	For additional help with thesis and dissertation formatting, please see the Graduate School’s forms website, available at https://gradschool.wsu.edu/facultystaff-resources/18-2/. The “Thesis and Dissertation Formatting and Submission Requirements” provides more in-depth explanations of thesis/dissertation formatting as well as instructions and checklists to help you through your final semester at WSU. 
	If you need help with content, clarity, form, flow, organization, or writing, contact the Graduate Professional Writing Center at gpwc@wsu.edu. If you need help with grammar, proofreading, or copy editing, contact the Professional Editing and Service Center at prof.edit@wsu.edu. Finally, feel free to direct any questions regarding formatting to gradschool@wsu.edu.
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