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CHAPTER 1
INTRODUCTION

The doctoral dissertation, master’s thesis,

or master’s project' demonstrates a graduate
student’s ability to investigate, develop, and
organize materials relating to a specific problem
within a field of study. You must exhibit an abil-
ity to pursue research systematically and present
the results in an extended scholarly statement in
clear, concise English. The university shelves the
approved dissertation, thesis, or project in the
university library, thus making the work avail-
able to other students, to faculty, and outside
researchers.

The term thesis as used throughout this manual
refers to doctoral dissertations, master’s theses,
and master’s projects. Because not all doctoral
programs use this manual’s guidelines, doctoral
candidates should contact their faculty advisers
for information about applicable policies, proce-
dures, and formatting guidelines.

1.1 UnNtFORM STYLE

Style encompasses professional requirements as
well as an author’s preferences. The Graduate
Council of the university has adopted regulations
and criteria that establish uniformity in style for
the physical format of dissertations, theses, and
projects submitted in fulfillment of advanced de-
gree requirements. These regulations and criteria
are contained in this manual and in the style
guides approved by the faculty of the particu-

lar degree programs (see Sec. 2.2.4 and 2.2.5).
The departmental style guides provide specific

" instruction regarding source documentation (ref-
‘erences), preparation of tables and illustrations,
and writing style specific to the discipline.

1.2 FORMATTING

To ensure that SDSU theses comply with re-
quired style conventions and formatting, the
Dissertation and Thesis Reviewer (hereafter,

Thesis Reviewer) will pay particular attention

to the following aspects of formatting, that are
discussed in detail in Chapters 4 and 5. (See also
Section 6.5 for the thesis review process.)

* Overall Appearance
= Structural Format
* Page Layout

» Text Formatting

* Headings

* Illustrative Materials

Preliminary Page Formatting

End-Matter Formatting:
+ Source Documentation
+ Appendices
+ Abstract

The Thesis Reviewer does not read theses for
content and does not pexform proofreading
services. The faculty thesis committee approves
content; proofreading is your responsibility.

1.3 CoMPLIANCE WITH MANUAL -

Theses submitted for review should comply with
this manual as well as your departmental style
guide (see Sec. 2.2 4). Depending on the degree
of compliance on submittal (see Sec. 6.5.1
regarding thesis intake procedures), theses

will receive either an expedited review or a

full review. Theses found unacceptable will be
rejected—an action that could have monetary
and academic consequences for you (see Sec. 1.4
below).

NOTE—If the departmental style guide con-
flicts with this manual, this manual will have
precedence. For a problem that cannot be re-
solved by referring to the designated manuals,
or to discuss exceptions to these requirements,
consult the Thesis Reviewer.

'Master’s projects discussed in this manual are those prepared by students following Plan A, Thesis, as opposed to course
projects for students following Plan B {the Comprehensive Exam option). The Style and format requirements outlined in
this manual apply to dissertations, theses, and projects. Special, less stringent formatting may be applicable to some proj-

ects, however, and these are discussed in Chapter 3.
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NOTE WELL—Do net use previously ap-
proved theses as a formatting guideline for the
following reasons:

1. The thesis, or theses, may have been ap-
proved according to the requirements of an
earlier edition of this manual.

2. Manuscripts are altered: During the binding
process, pages are trimmed; therefore, the
margins of a bound thesis will not reflect the
measurements stipulated in this manual.

3. Rules and conventions governing the apphi-
cation of specific formatting styles are not
always easy to infer by looking at a pub-
lished thesis.

4. Some departments have only one approved
style guide. Others use recognized, refer-
eed journals and may have several possible
style guides. In the latter case, the Thesis
Reviewer checks for compliance with the
published guidelines of the journal selected
by individual students and approved by their
faculty committees.

Manuscripts deemed unready for
submission, as determined by the
Dissertation and Thesis Reviewer,
will be rejected and returned to the
student.

1.4 ConNpITIONS FOR REJECTION

Manuscripts are considered not ready for sub-
mission when:

1. They are not in compliance with depart-
mental guidelines as described in
Sec. 14.1 below.

2. They are not in compliance with the
university’s guidelines as stated in this
manunal (that is, there are gross defi-
ciencies of format or presentation; see
Sec. 1.4.2)%
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3. They are incomplete.

1.4.1 Departmental Guidelines

Although the signatures of your faculty com-
mittee on the signature page of your manu-
script certify that your thesis conforms to the
department’s academic standards as well as to its
approved style guide, the Dissertation and Thesis
Reviewer will check for compliance with de-
partmental requirements.in the following areas
(numbers following the entries refer to relevant
sections in this manual):

* Structural Format: Proper use of Chap-
ter, Section, or Technical format
(Sec. 4.6; Table 2.3, p.16).

= Illustrative Materials: Excluding titles,
captions, and spacing, departmental for-
mat for tables, figures, and other illus-
trative materials (Table 2.3, p. 16).

* Source Documentation: Departmental
formatting for footnotes, notes, citations
in text, references, bibliography as well as
complete bibliographic entries
(Sec. 5.2; Table 2.3, p. 16).

If the Thesis Reviewer determines during the in-
take and pre-screening procedure that the above
departmental formatting requirements have not
been met, the thesis will be rejected and returned
to you.

1.4.2 University Guidelines

Gross deficiencies of format (or noncompliance
with the SDSU Dissertation and Thesis Manual)
occur when a majority of the categories listed
below do not comply with the requirements
stated in this manual. Numbers following the
entries refer to relevant sections in this manual.

= Preliminary Pages: Correct format for
Title and Signature pages, Abstract, Table
of Contents, List of Tables, List of Fig-
ures, Acknowledgments, etc. (Sec. 5.1).

*To view this policy in its entirety, refer to the San Diego State University Bulletin of the Graduate Division section on
Basic Requirements for the Master’s Degrees: Submission of Theses.
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* Page Layout: Pagination, margins, place-
ment and format of titles on starting pages
for each part of the thesis (e.g., Abstract,
Table of Contents, Acknowledgments
page, Chapter title pages, References),
inclusion of and format for any applicable
cover pages (Sec. 4.3, 44, 4.7).

* Text Formatting: Fonts, line spacing,
paragraph indentation, block quotations,
enumeration, line and page breaks, etc.
(Sec. 4.2, 4.5, 4.6, 4.9).

*. Headings: Proper application and for-
matting of headings and subheadings
(Sec4.8).

* ‘[lustrative Materials: SDSU format
for table titles and figure captions, their
identification and placement in text, and
spacing requirements when integrated
with text (Sec. 4.10).

= Appendices: Formatting of oversized
materials, pagination, neat and clean copy
(Sec. 5.2.2).

* Overall Appearance: Accuracy, consis-
tency, and neatness throughout the manu-
script (Sec. 4.1).

* Incomplete: The Abstract, or another
component, is not included.

If your thesis is rejected, you must bring the
thesis into compliance and resubimit it to the
Graduate Division. If you cannot accomplish this
within the same semester (that is, by the submis-
sion deadline for the term in which you origi-
nally submitted the thesis), you will be required
to reenroll in Thesis 799A (or Dissertation 899)
and to reapply for graduation. Therefore, you are
encouraged to contact the Thesis Reviewer as
carly as possible if you need clarification of, or
assistance with, any formatting requirements.
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* M.S. Word template (hereafter referred to
as the SDSU Template) is available at http:
fgra.sdsu.eduw/Graduate/Thesis/index.htm.
Training in the use of the template is also
available (sec http://'www-rohan.ssu.edu/
~bats). Get training as early as possible so
you can start using the template when you
start writing your proposal. The template
contains all of the mandatory preliminary
and post-text pages, as well as styles that
can be applied to text, chapter title pages,
cover pages, headings, block quotations,
footnotes, table titles, figure captions, and
lists.

» LaTeX template available from the
Math Department web site (http:/
www.math.sdsu.edu/dept_resources.htm).

» Professional formatting services. A list
of available formatters may be obtained
from the Graduate Division Office or
from the Dissertation and Thesis web site
(http://gra.sdsu.edu/Graduate/Thesis/
formatters.hitm). These professionals
do not perform research, write, or sig-
nificantly rewrite theses. Depending on
the contract between the formatter and
student, these professionals may offer
editing services for minor grammar, spell-
ing, and punctuation errors and may note
areas where language could be improved.
Although the list of formatters available
from the Graduate Division contains
those professionals who have demon-
strated competence in formatting SDSU
theses, SDSU policy prohibits individual
recommendations and does not guar-
antee the quality of work of any of the

“formatters on the list.

Thesis templates available!

Assistance with formatting is available as fol-
lows:

if you pay for the services of a
professional typist or formatter, it is
your responsibility to proofread the

finished document to ensure that it is
error free.




1.5 ORGANIZATION OF THIS MANUAL

The remainder of this manual presents the
information you need to plan thesis research,
write your thesis, format your thesis and, finally,
complete the thesis process. Chapter 2 deals with
questions such as:

*  Which university policies and proce-
dures apply to thesis preparation?

*  What forms are required to formally ap-
point your thesis committee and obtain
Graduate Dean approval of that commit-
tee?

+  What paperwork must be on file in the
Graduate Division before you can regis-
ter for Thesis 799A?

*  What style guides does each program
require?

= Before beginning research for the litera-
ture review, what bibliographic format-
ting requirements do you need to be
aware of?

Chapter 3 discusses the difference between the-
ses and projects; presents the general structure
of a thesis and a project, and the type of informa-
tion each typically includes.

Chapter 4 deals with preparation of the manu-
script and presents the university’s formatting
requirements for page layout, text formatting,
and presentation of tables and illustrations. It
also explains when the departmental style guides
listed in Chapter 2 must be followed in combi-
nation with the university requirements specified
in chapters 4 and 5.

Chapter 5 explains the process of creating and
formatting the pre- and post-text sections of the
thesis (that is, the parts of the thesis that come
before and follow the text).

Chapter 6 describes printing and paper require-
ments necessary for creating your final copy.

It also guides you through the procedure for
submitting the thesis to the Graduate Division
for format review. Lastly, this chapter explaing
what you can expect from the Thesis Review
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Service, your responsibilities during the review
process, and how to arrange for the processing
of your thesis in order to meet the deparimental
and university requirements for hardbound and
microfiche copies.
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CHAPTER 2

BEGINNING THESIS
RESEARCH:
POLICIES, PROCEDURES, AND
PLANNING CONSIDERATIONS

This chapter outlines the policies and procedures
that apply to theses (i.e. dissertations, theses, and
projects) and their preparation. It also discusses
(1) your responsibilities before beginning thesis
research and (2) planning of thesis research.
Departments may have additional standards or
procedures for you to follow. This chapter deals
only with the rules that apply to all graduate stu-
dents at San Diego State University. If questions
arise regarding policies or procedures that are
not addressed in this manual, you should contact
your thesis chair or graduate adviser.

2.1 PoLICIES

The policies discussed in this section apply to
dissertations, theses, and projects at SDSU com-
pleted in partial fulfillment of the requirements
for an advanced degree. You should read these

- carefully and, as applicable, adhere to the condi-
tions stipulated by each policy.

2.1.1 Animals in Research

The Institutional Animal Care and Use Commit-
tee (IACUC) has been established in accord with
federal law to ensure the humane care and use of
laboratory animals used in research, testing, and/
or training activities sponsored by the univer-
sity. Therefore, if you plan to conduct research
that involves vertebrate animals as subjects, you
must receive approval for your research from the
IACUC before beginning research activities.
Information and application procedures for
TACUC review of research involving animals
may be obtained at SDSU through the Office of
Laboratory Animal Care (OLAC) at (619) 594-
5421,

The protocol (application) you will need to sub-
mit to the IACUC must be approved and signed
by your thesis chair as well as the chair of your
academic department. The TACUC usnally meets
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once per month. Therefore, submit your protocol
to the IACUC at least six weeks in advance of
your registration deadline.

If you are a master’s student, verification of
TACUC approval for your research must be docu-
mented on the Appointment of Thesis/Project
Committee Form. That means you must obtain
the signature of the Chair of the IACUC in the
space provided on the Thesis Committee Form
before submitting that form to the Graduate
Division (see Sec. 2.2.3 regarding Thesis 799A).
If you are a doctoral student, check with your
program adviser.

Students enrolled in a joint-doctoral
program must submit a protocol
through SDSU’s IRB or IACUC
in addition to meeting review
requirements of the cooperating
institution.

2.1.2 Human Subjects in Research

The Institutional Review Board (IRB)is a
standing committee of the University Research
Council established to ensure that research com-
plies with federal regulations. The IRB serves to
protect thé rights and ensure the safety of people
involved as subjects in research sponsored by
the university and to assist the investigator in
complying with federal and state regulations. All
research activities that involve humans or human
tissues, records, or samples where results are
intended for:

+ publication (including dissertations, theses
or projects)

» distribution

* use outside of the specific instructional
setting

are considered to be research and require re-
view by the IRB in advance of initiation of that
research.

Also included as research are investigations that
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occur within the campus instructional setting
when persons affiliated with SDSU may use the
data collected for research purposes.

Therefore, if you plan to conduct research that
involves human subjects, a protocol and support-
ing documents must be submitted to the IRB for
approval. The IRB does not provide retroactive
approval for research that has been completed.
Because of this, the university may not be able
to accept a completed thesis or dissertation that
included research involving human subjects if
there was no prior approval.

2.1.2.1. ResearcH DEFINED

Research is defined as a systematic investig-
ation, including research development, testing
and evaluation, designed to develop or contribute
to generalizable knowledge (45 CFR 46.102(d)).
As described in the Belmont Report, “..the term
‘research’ designates an activity designed to test
an hypothesis, permit conclusions to be drawn,
and thereby to develop or contribute to gener-
alizable knowledge (expressed, for example, in
theories, principles, and statements of relation-
ships). Research is usually described in a formal
protocol that sets forth an objective and a set of
procedures designed to reach that objective.”!

2.1.2.2 HumanN SuBJecT DEFIRED

A human subject is a living individual about
whom an investigator (whether professional or
student) conducting research obtains:

1. data through intervention or interaction
with the individual, or

2. identifiable private information.

2.1.2.3 ENROLLMENT IN 799A or 899

Before enrolling in 799A, master's students will
need to submit a completed Appointment of
Thesis/Project Committee Form to the Graduate
Diviston to obtain a schedule number (sece

Sec. 2.2.1 & 2.2.3 regarding this procedure). If
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your thesis or project proposal includes research
that involves human subjects, you must obtain
IRB approval before you will be given the sched-
ule number. Submit your protocol to the IRB

at least six weeks in advance of the registration
deadline. Once you receive a letter from the IRB
stating that your research has been approved,
you may attach a copy of the IRB letter to your
completed Appointment of Thesis/Project Com-
mittee Form. The protocol approval letier must
be addressed to you, individually, and the study
title must be identical to your thesis title.

Doctoral students shounld check with their
program advisor for the regulations appli-
cable to registration in Dissertation 899 at
SDSU or Dissertation 695 at the host institu-
tion.

2.1.2.4 Review PROCEDURES

To obtain guidance, information or review ap-
plication forms, contact the IRB via its web site
(http://gra.sdsu.edv/irb), by phone (619-594-
6622) or by email (irb@mail.sdsu.edu). The IRB
office is located in AD-222.

2.1.3 Cﬂpyright Restrictions and
Copyright of Dissertations and Theses

Proper citation of sources is necessary to avoid
plagiarism (see Sec. 2.1.6), but it is not always
enough to protect you from infringing on some-
one’s copyright. The U.S. copyright law provides
federal copyright protection for both published
and unpublished works. The absence of a copy-
right symbol (©) does not necessarily mean that
a work is in the public domain. To read more
about what is covered by copyright law, the “fair
use” doctrine, and how to secure permission to
use copyrighted material, see Appendix A.

Ownership of your thesis begins at the moment
the manuscript or “object” is created, and the
copyright law automatically provides federal
protection to your unpublished work. (For
information regarding ownership of the data

"National Commission for the Protection of Human Subjects of Biomedical and Behavioral Research. The Blemont Re-
port. U.S. Department of Health, Education and Welfare Publication No, (03) 78-0013 and No. (OS) 78-0014. (Washing-

ton, D. C.: GPO, 1979), Part A.
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upon which your manuscript is based, see Sec.
2.1.4) Copyright law is complex and often
requires advice of legal experts. What follows.
is a generalized description only. It should not
be taken by the reader as a substitute for expert
opinion.

Notice of copyright is given by including a
copyright page in the manuscript as described
in Chapter 5. This notice does not establish any
copyright privileges, but it does signal acknowl-
edgment of a legal right and copyright own-
ership. Aithough no further act on your part is
required (registration with the U.S. Copyright
Office is optional), there are' some advantages
in giving notice and registration of a copyright.
Registration provides a record of the work, the
fact of copyright, and the author’s name and ad-
dress. If, in the future, any dispute over copy-
right infringement should arise, prior registra-
tion with the Copyright Office could prove to
be important. For more information concerning
copyrights, see Appendix A.

2.1.4 Rights to Thesis Data and
Publication Authorship

From time to time on university campuses
disputes arise between faculty advisers and
graduate students involving copyright issues for
theses and dissertations, and the authorship of
any publications that may result. These conflicts
sometimes occur because of a misunderstand-
ing of academic traditions that can vary from
discipline to discipline. More frequently, there is
confusion between the ownership of data, which
may reside with the faculty member, and the use
of such data in a thesis or dissertation, the text of
which normally is owned by the stondent. Stu-
dents receiving financial support for performing
specific research on a project where the major
professor is the project director may be doing
“work for hire.” Thig can limit the rights of a stu-
dent, including in some instances the surrender
of all copyright interest.

In an effort to avoid such conflicts, the Graduate
Council has established a policy that requires the
student and faculty chair of the thesis or disser-

tation committee to come to an agreement on a
number of copyright issues prior to the formal
appointment of the thesis or dissertation com-
mittee. For master’s students, the policy ap-
pears on the second page of the Appointment
of Thesis/Project Committee Form. It needs to
be completed by the student and the thesis chair
(see Sec. 2.2.1). Doctoral students should check
with the members of their dissertation commit-
tee to establish rights to data that may involve
both institutions.

2.1.5 Restricted Use of Master's Theses

You may request that the SDSU university li-
brary restrict access to your thesis providing that
request 18 recommended by your thesis chair and
approved by the Graduate Dean. Restricted use
may be for a period of one year with the possi-
bility of extending the restriction for one addi-
tional year in special circumstances. The purpose
of restriction is to protect your right to publish
or otherwise exploit the new knowledge before
malking it available to others. Restricted use is
not intended to allow a third party (publisher,
for example) to publish or otherwise exploit the
new knowledge or product for profit, and such
use will not be approved. See Appendix B for
instructions on requesting restricted access to a
thesis.

This option is not available for dissertations.

2.1.6 Plagiarism

Plagiarism is representing the work or ideas of
another as one’s own. Alexander Lindey’s 1952
definition (Plagiarism and Originality) states:

Work shall be deemed plagiarism:

1. when prior work of another has been dem-
onstrated as the accessible source;

2. when substantial or material parts of the
source have been literally or evasively
appropriated (substance denoting quan-
tity; matter denoting qualitative format or
style); and



3. when the work lacks sufficient or un-
equivocal citation so as to indicate or
imply that the work was neither a copy nor
an imitation. This definition comprises
oral, written, and crafted pieces.

In short, if one purports to present an original
piece but copies ideas from other sources,
either word for word or by paraphrase, those
sources must be properly referenced in the
text.

(As cited in the SDSU Bulletin of the Grad-
uate Division)

For example, plagiarism includes:

* Failure to give credit for ideas, concepts,
statements, phrases, or conclusions de-
rived by another,

» Failure to use quotation marks (or setting
off a long quote with a block indent) when
quoting directly from another, whether it
be a paragraph, a sentence, or part thereof.

+ Claiming credit for artistic work done by
someone else.

+ Subsmitting a thesis purchased from a “re-
search,” “thesis,” or “term paper” service.

* Retyping/reformatting another’s paper or
thesis and submitting it as your own.

+ Assembling parts from various works (in-
cluding other theses currently in progress)
and submitting the synthesis as your work
(either in part or in whole).

Theses must be individual not collaborative
works. It 1s possible to have two or three students
working on theses with essentially the same sub-
Ject but each with a different focus. For example,
students using the same set of data but looking at
the effects of different variables; students testing
different brands of similar equipment to deter-
mine the validity of their results in measuring
something or in enhancing some aspect of human
performance. Nonetheless, every student must
write his or her entire thesis individually; no part
of the thesis may be wrtten in collaboration with
another person(s).
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NOTE WELL — Students working collaborative-
Iy (e.g., when reviewing the literature or when
collecting or analyzing the same or similar sets of
data} should be especially careful in this regard.

WARNING — Any suspicion of
plagiarism will be thoroughly
investigated. As stated in the Bulletin
of the Graduate Division, any student
known to have plagiarized “...must
be liable to an appropriate penalty,
even severance from the university
and in some cases revocation of
an advanced degree, should the
demonstrated plagiarism clearly
call into question one’s general
competence or accomplishments.”

2.1.7 Master's Theses in Foreign Languages

As presentations of original research to the
academic community, theses are ordinarily pre-
pared for the university in the English language.
The thesis, written in English, also fulfills the
university’s writing competency requirement.
In certain cases, however, a thesis in the history
or literary analysis of non-English languages.
and literatures may be presented in the subject
language. When the departmental graduate
adviser and the members of the proposed thesis
committee agree that use of a language other
than English is academically appropriate for the
specific research topic, they may recommend
such a proposal for the approval of the Gradu-
ate Dean. Approval shall be based in part on the
provisions that:

1. An abstract of the thesis will be presented
in English;
2. All members of the thesis committee shall

be fluent in the subject language; and

3. The student has demonstrated competency
in standard written English as determined
by the department.
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At the time the Thesis/Project Committee Form
is submitted to the Graduate Division (see

Sec. 2.2.1), the departmental graduate adviser
will notify the Graduate Dean of the means by
which the faculty has verified the competency
of the student in standard written English. This
notification may be in the form of a letter or
memorandum attached to the Thesis Committee
Form.

2.2 PROCEDURES

Students presenting a thesis or a project must
follow the procedures discussed below. Many of
these also apply to doctoral students (see your
adviser for information specific to your pro-
gram). The procedures are presented in the order
to be accomplished, although some procedures
may be handled concurrently.

2.2.1 Establishment of the
Faculty Committee

Forming your faculty dissertation or thesis com-
mittee and the relationship you establish with
those faculty members is important for a suc-
cessful thesis experience. See Appendix C for
the regulations governing the composition of the
doctoral and master’s thesis committees. For tips
on selecting your committee members, visit the
thesis web site (see http://gra.sdsu.edu/Graduate/
Thesis.commeare.htm).

For doctoral students, see your program ad-
viser for eligibility requirements and proce-
dures.

For master's students to be eligible to for-
mally establish a faculty committee you must
have:

1. attained clagsified graduate standing,

2. submitted and received approval of your
official program of study [3-6 weeks],

3. attained advancement to candidacy
[1-2 weeks], and

4. met any specific departmental require-
ments or prerequisites.

If you have questions about any of these steps,
contact Graduate Division staff at (619) 594-5213.

Once you are eligible to form your Master's
Thesis committee, you may obtain the Appoint-
ment of Thesis/Project Committee Form in the
Graduate Division. It is your responsibility to
make sure both pages of the two-part form are
completed. This includes:

*+ any research clearances {see Sec. 2.1.1 and
2.1.2)

* any additional forms/recommendations for
adjunct, emeritus, faculty in the early retire-
ment program (FERP), or lecturers serving
on your committee (see Appendix C)

* the signatures of your committee mem-
bers and graduate adviser on page 1

+ the written agreement regarding rights to
data prepared and signed by you and your
thesis chair on page 2.

After the Graduate Division has approved your
committee [up to 1 week if the form is complete
when submitted] you will be eligible to enroll in
Thesis 799A (see Sec. 2.2.3 for detailed entall-
ment information).

NOTE - The Graduate Dean must approve
the faculty committee that you are proposing;
the graduate adviser’s approval is not suffi-
cient to guarantee that the committee has met
all eligibility requirements. It is important,
therefore, that you formalize your committee
as early as possible.

2.2.1.1 RESEArRcH CLEARANCES

When a clearance for human or animal subjects
is required [it can be a 6 to 8-week process],
verification of an approved protocol must be pre-
sented to the Graduate Division when the Thesis
Committee Form is submitted. For the human
subjects clearance, a copy of the IRB approval
letter or written confirmation of receipt of the
protocol must be submitted. For animat subjects,
the chair of the IACUC must sign the committee
form in the designated area. ( See Sec. 2.1.1

and 2.1.2.)
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2.2.1.2 ORDER OF SIGNATURES

The order of the faculty committee’s signatures
on page 1 of the Thesis Committee Form is pre-
scribed as follows:

First position: The chair of your thesis com-
mittee. This is the faculty member from your
major department who, in most cases, will work
most closely with you on your research.

Second position: The second faculty member
should come from your major department.

Third pesition: The third SDSU faculty mem-
ber should come from a department other than
your major departiment.

Fourth position: If the need for a fourth com-
mittee member arises, whether this person will
act as a co-chair or simply as an expert in the
field, that person must be listed in fourth po-
sition. The designation “co-chair” may be used,
if appropriate, after the person’s name

(see Appendix C).

2.2.1.3 INTERDISCIPLINARY
DEGREE PROGRAMS

The composition of cominittees for students
pursuing advanced degrees offered by inter-
disciplinary programs (see Table 2.1, p. 15) may
be organized somewhat differently. In these
programs, the second member need not come
from the same department as your thesis chair
but should be a member of the faculty officially
participating in the interdisciplinary program as
listed in the Graduate Bulletin. The third mem-
ber must be from a department other than that of
your thesis chair.

2.2.2 Approval of Topic

Before beginning formal research, you should
have the approval of all members of your faculty
committee and, in some cases, the approval of
the departmental faculty in general. (For depart-
mental policy, check with your graduate adviser.)
Remember, if you intend to conduct research
involving human or animal subjects, you are

SDSU Dissertarion_ and Thesis Manual Edition 11.1

required by federal law and university paolicy to
obtain institutional clearance before beginning
such research (see Sec. 2.1.1 and 2.1.2).

2.2.3 Registration in Thesis 799

As noted in Section 2.2.1, you will be eligible to
enroll in Thesis 799A when an approved Ap-
pointment of Thesis/Project Committee Form is
on file in the Graduate Division.

SDSU Students must enroll in Thesis
799 or Dissertation 899
by the 15" day of the semester.
Classes cannot be added after the
university add/drop deadline.

To ensure that you will be eligible to enroll in
Thesis 799A by the beginning of the registration
period for any semester, plan to initiate the steps
outlined in Section 2.2.1 no later than the begin-
ning of the previous semester. Keep in mind that
the time needed to complete these steps could
take as long as:

* 4 months (1 semester) for theses involving
research with human or animal subjects,
or

» 2 months (or longer) for all other theses/
projects.

For detailed instructions on this procedure, con-
tact the Graduate Division at (619) 594-5213.

Doctoral students should contact their program
advisor for corresponding procedures and dead-
fines. _ :

2.2.3.1 MastER's TnesEs Not COMPLETED
DurinGg 799A ENROLLMENT

If you register for 799A but do not complete the
thesis or project by the end of the term in which
you registered, you will receive a grade of RD
(report delayed). This grade symbol will remain
on your record until the thesis is completed.
Because a second registration in course 799A is
expressly prohibited, you must enroll in Thesis
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Extension, 799B, to complete your thesis. At a
minimum, you must enrolt in 7998 when either
of the following two conditions exist:

* During any semester or term in which
you use university facilitics and resources
(including the faculty thesis committee),
or

*- When you submit the completed and
-signed thesis to the Graduate Division for
format review,

NOTE WELL — This does not mean that these
are the only times you need to be registered.

According to university regulations, you must
maintain continuing student status (see the Bui-
letin of the Graduate Division section on Leaves
of Absence). Regarding your thesis, this means
that if you have been absent from the university
for more than five semesters (i.e., the 1-semester
stopout plus 4 semesters with approved leaves
of absence} and you have not enrolled in Thesis
799A or B either through the university or Ex-
tended Studies, you will be required to apply for
readmission to the university and the department
in order to enroll in thesis through the university
(vs. Extended Studies). You must also apply for
readmission (and provide a transcript of courses
taken) if you have attended another institution
during any period of absence.

2.2.3.2 REGISTRATION IN 799B

Enrollment in Thesis Extension 799B can be
through either the university (DEPT 799B) or
through the College of Extended Studies

(INT 5 799B). Registration fees through Ex-
tended Studies are somewhat lower than through
the university. However, students who are receiv-
ing financial aid or who need to maintain health
insurance must register through the university.

2.2.3.3 FuLL~-TiMe/PAarT-TIME
StaTUs

Thesis 799A carries 3 units but is considered full
time. Thesis Extension, 7998, carries ( units
(because it is only an extension of 799A). Full-
or part-time status in that course is dependent on
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the nature of your research.

If you are enrolled in Thesis Extension 7998, the
Graduate Division can provide a letter verify-
ing your full- or part-time status for deferment
of a stndent loan. To obtain the letter, you must
submit a memo from your thesis chair addressed
to the Associate Dean of the Graduate Division
verifying that the nature of your research consti-
tutes either a full- or part-time course load. You
should also provide any enrollment verification
forms from the loan agency or bank.

2.2.4 Use of Departmental Style Guides

The Departmental guidelines stipulate the
departmental style guide that should be used for
theses, These guides should be used as follows:

1. to deal with formatting issues not ad-
dressed in the SDSU Dissertation and
Thesis Manual,
and

2. when specifically directed to do so by the
SDSU Dissertation and Thesis Manual,
Consequently, you will be combining
instructions from both sources. When there
are conflicts, the SDSU Dissertation and
Thesis Manual will have precedence.

Do not use a previously approved
thesis as an example of
style or format.

It is common for faculty to recommend that
students look at previous theses for examples

of content and organization, but you should not
consider previous theses as examples of format
for the reasons discussed in Section 1.4, “Condi-
tions for Rejection of Theses.”

The subsections that follow provide most of the
departmental information you will require. They
intraduce Table 2.1 (major departments for inter-
disciplinary degrees) and Table 2.2 (style guide
acronyms). Information from both of these tables
is used in Table 2.3; the Departmental Informa-
tion table.
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2.2.4.1 “MaJOR DEPARTMENT” FOR
INTERDISCIPLINARY DEGREES

The university offers eight interdisciplinary
degree programs; these are listed in Table 2.1,
p. 15. When preparing theses for any of these
programs, “Major Department” refers to the de-
partment of the thesis chair. The possible major
departments for SDSU’s interdisciplinary de-
grees (other than “Interdisciplinary Studies™) are
listed in Table 2.1. Once you determine which
departiment is your major department, check
Table 2.3 (p. 16) to determine the departmental
style guide to use.

2.2.4.2 STYLE GUIDE ACRONYMS

Several published style manuals are referred to
in Table 2.3 by their acronyms or by the author’s
last name. Table 2.2 (p. 15) lists these acronyms
with their full names, authors’ names, most
recent edition available at the time this manual
went to print, and web sites, when available,
Consult your thesis chair or departmental gradu-
ate adviser to obtain all style sheets, guides, or
other departmental instructions regarding the
preparation and submission of theses. Make sure
these materials are up to date. The format review
will be based on the most recent edition of your
departmental style guide at the time your thesis
18 submitted for official review.

EXCEPTIONS — The academic departments for
the Master of Arts (MA) and Master of Science
{MS) programs in Interdisciplinary Studies are
determined at the time the degrees are developed
with the student (sec the Bulletin of the Graduate
Division alphabetical section on Courses and
Curricula). Thercfore, they cannot be listed in
Table 2.1. However, the same rule applies: The
departmental formatting requirement in effect
for the department to which the thesis chair
belongs is normally used. Questions regarding
formatting for interdisciplinary degree theses
should be directed to the Thesis Reviewer.

2.2.4.3 DEPARTMENTAL INFORMATION

Table 2.3 (p. 16) identifies the following:

* The approved degrees offered by each
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department as of August 2004. In most
cases, this is the degree name that will
appear on the title page of your thesis. If
a degree name has been changed since
you began the master’s program, however,
certain rules apply as to which degree
you will earn. (See your evaluator in the
Graduate Division if this applies to you.)

+ The currently recognized departmentally
approved style guides by department or
program, i.e., the format you must follow
for references, tables, figures, and format-
ting requirements that are not specified in
this manual.

"+ The type of text formatting styles that are’
allowed by each department. (See Sec. 4.6
for an explanation and examples of the
three possible formatting styles.)

* The departmental requirements for bound
thesis copies (in addition to the university-
required hardbound and microfiche copies
for the library, discussed in Chapter 6).

2.3 PLANNING CONSIDERATIONS

Preparing a thesis takes advance planning be-
cause you must manage your time, expenses, and
external resources, as well as collaborate in a
timely manner with faculty and others who will
need to be involved.

2.3.1 Timeline

Following are several questions to consider as
you plan to prepare your thesis and attempt to
establish a timeline for its completion.

* What steps need to be completed before
1 can enroll in Thesis 799 and what is the
registration deadline? (See Sec. 2.2.1 and
2.2.3)

* What other university deadlines do I need
to know about and when do they occur?
(See Sec. 2.3.3) :

* Do I need to plan for human or animal
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subjects research clearances? (See
Sec. 2.1.1 and 2.1.2))

* At what point will the full committee be
involved in reading my thesis, i.e., will my
prospective thesis chair want to approve a
next-to-final draft before allowing it to go
to the rest of the committee?

= If your department requires an oral de-
fense (or presentation), when is it normal-
ly scheduled?

+ Will the committee members be available
when I anticipate that I will need them?

To answer the last question, you might prepare a
timeline, share it with all committee members,
and ask if they will be available when you think
you will be nearing completion of your thesis. If
you expect to complete a thesis or project during
the summer session, it is especially important

to make sure that your committee members will
be available. Remember, if it becomes necessary
to appoint a substitute member, your graduate
adviser and the Associate Dean of the Gradu-
ate Division must give prior approval for that
change. Finally, ask your committee members
how often they would like to be updated on your
progress.

2.3.2 Time Considerations
for Formatting

There are three time-intensive activities con-
nected with thesis formatting if you plan to for-
mat the thesis yourself. Depending on your prior
knowledge, competence with computer software
and the structural complexity of your thesis, plan
to spend a minimum of 40 hours but up to 100
hours or more bringing your thesis into compli-
ance with the SDSU and departmental format-
ting requirements.

1. Learn and apply departmental formatting re-
quirements. Normally, students must follow
these requirements in their classes while in
the master’s degree program. If this has not
been the case, plan accordingly. Also, see
Sec. 5.2.1. for SDSU requirements regarding
source documentation.
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Know what information you will need

to include in your in-text citations and

bibliography BEFORE you begin your
literature review.

2. Learn and apply the formatting requirements
specified in this manual. Read through
this manual once before you prepare your
timeline so that you will have an idea of
what is involved. If you plan to use the
SDSU Template, you must also download
and use the ReadMe file.

Thesis templates (in MS Word and
LaTeX) are available for download at:

http:/gra.sdsu.edu/Graduate/Thesis/
index.htm

3. Formatting the thesis. It is better to format as
you write rather than waiting until the thesis
is finished. In either case, this part can take
longer than you might think. The Graduate
Division supplies a hist of professionals (also
available on the Dissertation and Thesis
Review web site) who offer their services to
help with thesis formatting.

Sign up for free BATS workshops
for Intermediate Word and Using the
SDSU Template at:
http:/www-rohan.sdsu.edu/~bats

2.3.3 Deadlines

_The responsibility for meeting deadlines rests

with you, not the faculty. Check for the deadline
dates you will need to meet as you prepare your
timeline. These dates are posted in the Graduate
Bulletin, Class Schedule, and the Dissertation &
Thesis Review web site (see http://gra.sdsu.edu/
Graduate/Thesis/deadline htm),
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Enroliment in Dissertation 899 or
Thesis 799A: You must enroll in Thesis
799A by the 15% day of the semester (the
add/drop deadline). See Section 2.2.3 for
details.

Application for graduation: You must
apply for graduation; it is not automatic
upon completion of requirements. Be-
cause the deadline falls very early in each
semester, you may consider submitting
your application the term prior to your
anticipated graduation.

Without-risk deadline for Master's
thesis submittal: This is the date by which
you should submit your thests if you plan
to graduate during the current semester.
This deadline does not guarantee that
your thesis will be reviewed in time for
you to meet the Montezuma Publishing
deadline for graduation. Rather, it gnar-
antees that your thesis will be reviewed
at least one week prior to that deadline.
This deadline was established to give you
some indication of the timme the Thesis
Reviewer typically needs to process the
large number of manuscripts submitted
each semester. For more detail about this
process and turn-around time for review,
see Sec. 6.5. Doctoral students, see

Sec. 6.4.1 and your program coordinator
for applicable dates.

Last day to submit: You must submit
your manuscript to the Graduate Division
for format review by this date. This date
is different for doctoral students {see

Sec. 6.4.1). Masters students should refer
to the SDSU Class Schedule and Gradu-
ate Bulletin for the ending date of the
at-risk period. If you miss this deadline
you must re-enroll in Dissertation/Thesis
in a subsequent term before your com-
pleted manuscript will be accepted for the
format review process.

Montezuma Publishing deadline for
graduation. Doctoral students should
refer to the SDSU-USD academic calen-

SDSU Dissertation and Thesis Marnual Edition 11.1

dar for the joint doctoral program for this
date. Master’s students should refer to the
SDSU academic calendar for the “Final
Day for depositing approved thesis at
Montezuma Publishing” (noon) deadline.
For both doctoral and master’s students,
this deadline must be met in order for you
to graduate during the current semester.
To meet this deadline, you must have
received final approval from the Disserta-
tion and Thesis Reviewer and have paid
fees for the university library hardbound
and microfiche copies as well as any re-
quired departmental copies. Refer to Sec-
tion 6.4 — 6.6 for information regarding
format review procedures and manuscript
processing. Doctoral students should also
obtain related information from their
program coordinator.

2.3.4 Costs Related to the Thesis Process

Expenses for which you are responsible include
registration fees and fees associated with pro-
viding the university library with the required
hardbound and microfiche copics (see Sec. 6.6)
as well as any departmentally required copies
(see Table 2.3, p. 16). Note that provision of the
library and departmental copies is a graduation
requirement. Finally, depending on the nature of
your thesis, there may also be costs associated
with conducting your research.
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Table 2.1. Major Departments for Interdisciplinary Programs

Interdisciplinary
Degree Programs

Major Departments

Asian Studies {MA)

Asia Pac. Stud.; Anth.; Art, Design, & Art Hist.; Bus. Admin.; Comm. Dis.; Econ.; Educ.;
Engl,; Geog,; Hist.; Ling.; Music; Phil.; Poli. Sci.; Public Admin. & Urban Studies; Public
Health; Socio.; Span, & Port..

Bioengineering (MS) Normally, the chair will be from either Mec, Engin, or Elec. Engin., the 2nd from any of the
four Engin. departments, and the 3rd from a department outside the College of Engineer-
ing. Discuss committee composition with the Graduate advisor.

Child Development Normally, Child & Fam. Development. On an ad'hoc basis: Geren., Chicana/o Stud., Econ.,

(MS) Geog., Psych., Public Admin, & Urban Studies, Public Health, Social Work, Socio., Spec.

Ed., Women'’s Studies.

Comp. Sci. (MS)

Biol., Chem., Comp. Sci., Engin., Geological Sciences, Math & Stats., Phys.

Criminal Justice and
Criminlogy (MS)

Public Admin. & Urban Studies, Socio.

Gerontology (MS)

To be decided by the Gerontelogy Program and its Steering Committee.

Interdisciplinary Studies
(MA and MS)

Determined individually (see Sec. 2.2.5.1), but selected department must offer an advanced
degree.

Latin American Studies
(MA)

Anth.; Art, Design, & Art Hist.; Bus. Admin.; Comm. Dis.; Econ.; Geog.; Hist.; Poli. Sci-
ence; Public Admin.; Socio.; Span. & Portuguese.

Liberal Arts and
Sciences {MA)

_degree.

Determined individually (see Sec. 2.2.5.1), but selected depariment must offer an advanced

NOTE: These are the Major Departments in effect as of fall 2004,

Table 2.2. Style Manuals

American Chemical Society (ACS) Style Guide: A Manual for Authors and Editors, 2nd ed. Edited by

ACS LS. Dodd. Washington, DC: ACS, 1997. ACS web site: www.ChemCenter.org
AIP American Institute of Physics (AIP) Style Mamual, 4th ed. New York: AIP, 1990,
ATP web site: www.aip.org
Publication Manual of the American Psychological Association (APA), 5th ed. Washington, DC: APA,
APA el ]
2001, APA web site: www.apa.org
APSA American Political Science Association (APSA), Style Manual for Political Science; rev. ed. Wash-
ington, D.C.: APSA, 2001 APSA web site: www.apsanet.org '
ASA American Sociological Association (ASA) Style Guide, 2nd ed. Washington, DC: ASA, 1997. ASA web
site: www.asanet.org
MLA Handbook for Writers of Research Papers 6th ed. New York: MLA, 2003.
MLA
MLA web site: www.anla org
Specialized text formalting program (sciences). A "sample thesis" with the departmental style instruc-
LaTeX tions, as well as a LaTeX template for SDSU thesis formatting, is downicadable from the Dept. of
Mathematics & Statistics’ web page under Dept. Resources. Be aware that you may need to modify the
template depending on the contents of your thesis.
LSA Language, Journal of the Linguistic Society of America (LSA). The LSA style sheet is available from:
www.lsadc.org/language/langstyl.htmi
Slade, Carole. Form & Style: Research Papers, Reports, Theses, 12th ed. Boston, New York: Houghton
Slade o
Mifflin Company, 2002.
. Turabian, Kate. A Manual for Writers of Term Papers, Theses, and Dissertations, 6th ed. Chicago,
Turabian . . .
London: University of Chicago Press, 1996,
See Table 2.3 for specific references to departmental style guides not Ysted here. Check with the depart
BPepartment

mental graduate adviser or departmental secretary for any siipplemental style sheets.

NOTE: Students should check relevant web sites for up-to-date information and use the most current guidelines.
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CHAPTER 3

DISSERTATIONS, MASTER’S THESES
AND PROJECTS

Dissertations, theses and thesis projects have a
similar overall structure. How tnformation is
arranged and presented may differ depending
on the discipline, the subject, and the require-
ments of specific programs. The beginning of
this chapter focuses on the differences between
master’s theses and projects as defined in Title
5 of the California Code of Regulations. Next, a
general framework is presented for dissertations
and theses (Sec. 3.2) and for projects (Sec. 3.3)%
Chapters 4 and 5 are devoted to the format-
ting requirements for dissertations, theses, and
-projects. '

3.1 Thrce 5 DEFINITIONS

The regulations adopted by the Board of Trust-
ees of the California State University System
define a thesis and a project as follows:

A thesis is the written product of a
systematic study of a significant problem. It
identifics the problem, states the major as-
sumptions, explains the significance of the
undertaking, sets forth the sources for and
methods of gathering information, analyzes
the data, and offers a conclusion or recom-
mendation. The finished product evidences
originality, critical and independent think-
ing, appropriate organization and format, and
thorough documentation. Normally, an oral
defense of the thesis is required.

A project is a significant undertaking
appropriate to the fine and applied arts or
to professional fields. It evidences original-
ity and independent thinking, appropriate
form and organization, and a rationale. It is
described and summarized in a written ab-
stract that includes the project’s significance,
objectives, methodology, and a conclusion

introduction to the study, review of the literature
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or recommendation. An oral defense of the
project may be required.

To help in distinguishing between a thesis and

a project, it may be useful to think in terms of
their differences in purpose. At the most basic
level, the purpose of a thesis is to study a prob-
lem, not to create a product. A unique model or
methodology may be a by-product of the study,
but not its main objective. On the other hand, the
purpose of a project, is to produce a product. Re-
search on methodology, best practices, and prob-
Iem solving is undertaken in support of product
development. Theses and projects are compared
and discussed in more detail in Sec. 3.2 and 3.3.

3.2 TuE DISSERTATION AND THESIS

Most dissertations and theses are distinguished
by certain elements found in the text, such as an
methodology and results sections, a summary,
and recommendations for further research.
However, there may be structural differences
between quantitative and qualitative theses, and
departmental requirements differ across the uni-
versity. Therefore, the following framework and
explanation is offered as a general guide only.?
Students should consult with their dissertation/
thesis chair or program adviser for departmental
requirements,

Norte: If propesals for dissertations, theses or
projects inclnde research involving animal or
human subjects they are subject to review and
approval by the university animal or human
subjects committees (see Sec. 2.1.1 and 2.1.2).

3.2.1 Preliminary Pages

This pre-text segment contains the title, signa-
ture, and copyright pages, abstract, table of con-
tents and other lists, acknowledgments (except
for Department of Biology, see Chapter 5), and
all other prefacing imformation.

1 Special thanks to the Thesis Editor at CS8U, Chico, who allowed us to adapt much of this information from their Guide
te Graduate Studies, 1997 edition. This framework is included as a general guide only. Students should obtain specific
information regarding departmentai requirements for the organization of dissertations, theses, and projects from their

major adviser.
“Ibid.
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The abstract, written in narrative style, isa
brief, comprehensive summary of the contents
of the thesis. Abstracts normally should be 500
words ar less. The abstract allows readers to sur-
vey the contents of the manuscript quickly. Like
a title, it is used by abstracting and information
services to index and retrieve the manuscript.
The abstract should never present the main
points of the manusecript in a list or other serial
form and it should not contain source documen-
tation (citations).

Most people will have their first contact with
your thesis while reading the abstract as part

of a literature search. The abstract needs to be
succinet, quickly comprehensible, accurate, and
informative. See Sec. 5.1.6 for formatting.

3.2.2 Introduction to the Study

The Introduction begins the text section of the
thesis. The primary function of the Introduction
i$ to give an overview of the study, whether it is
a chapter by itself or combined with the litera-
ture review. It normally contains one or more
hypotheses that establish the purpose(s} of the
study and upon which theoretical and organiza-
tional plans for the study are based. The compo-
nents usually include the following:

3.2.2.1 BACKGROUND

The beginning of this section should serve as an
organized lead-in to the problem under investi-
gation. This section should include an overview
of the histarical evolution of the problem and

its current status. It may also include projected
future considerations.

3.2.2.2 STATEMENT OF THE PROBLEM

In this section, present the focal point(s) of your
research. Introduce the “what” of the present in-
vestigation by clearly stating what the study will
examine or investigate. State the specific major
questions(s) or hypothesis(es) to be studied or
tested. Make a precise statement of all the minor
questions to be explored.
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3.2.2.3 PURPOSE OF THE STUDY

Justify the study. Why is the present investiga-
tion significant? Explain how it supports other
studies, differs from previous studies, extends
present knowledge or examines new issues.

3.2.2.4 TueoRETICAL BASES AND ORGANIZATION

How does the present research correspond with
other studies? What are the underlying theoreti-
cal bases upon which the study is constructed?
One or more hypotheses should create the solid
foundation upon which the conceptual frame-
work is built.

3.2.2.5 LIMITATIONS OF THE STUDY

Discuss both content and methodological limita-
tions of the investigation. How will the research
work within or around these limitations?

3.2.2.6 DEFiniTION OF TERMS

As appropriate, define any special terms used in
the study and establish abbreviations that will
be used consistently throughout the text. If you
will be using a large number of abbreviations or
acronyms, you rmight consider including a list
of abbreviations/acronyms in the preliminary

pages.

3.2.3 Review of the Literature

The literature review should provide empirical
evidence supporting the study and put the study
in context with other research in the field. There
are several ways in which this chapter may

be structured: chronologically, categorically,
through related theoretical viewpoints, or by a
combination of the above. Emphasis should be
placed on the reasons underlying the particular
areas, topics, and periods of time selected for
review. The literature review should:

* Provide evidence supporting the histori-
cal, theoretical, and research background
for the study.

* Define how the investigation differs from
other studies in the field.
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* Show how the study relates to other re-
search studies in similar areas.

Theoretical foundations, expert opinion, and
actual research findings should be included. Pri-
mary sources should be used whenever possible.

3.2.4 Methedology

This section explicitly describes how the re-
search was conducted, including any statistical
analysis. It includes a detailed discussion of the
research design or approach. This should be a
clearly written description that permits a pre-
cise replication of the study. Several parts of
this chapter (as listed below) apply mainly to a
quantitative thesis, but may be appropriate to a
qualitative thesis as well.

3.2.4.1 DESIGN OF THE INVESTIGATION

Explain how the study is designed to investigate
each question or hypothesis. If appropriate, iden-
tify all variables and how they are manipulated.

3.2.4.2 POPULATION OR SAMPLE

In this demographics section, describe the prin-
cipal characteristics of the population selected.
If a random sample is used, describe the general
population from which the sample was selected
and the sampling procedure used.

3.2.4.3 TREATMENT

Describe the exact sequence you followed to
collect and tabulate the data. Describe the
instrument(s) used to collect the data and estab-
lish the validity of the instrument(s) via studies
by other researchers.

3.2.4.4 Data AnaLysiS PROCEDURES

Describe and explain data analysis procedures
or statistical treatments used. Include descrip-
tions of tests, formulae, computer programs, and
procedures.
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3.2.5 Results and Discussion

This section reports on and discusses the find-
ings of the study. The results and subsequent dis-
cussion can be presented individually in separate
sections.

3.2.5.1 PRESENTATION OF THE FINDINGS

The results of the investigation are presented in
narrative form and may be supplemented with
graphics. Whenever appropriate, use tables and
figures to present the data.

3.2.5.2 D1scussioN OF THE FINDINGS

In this section, the results you have just pre-
sented should be discussed in relation to each
question or hypothesis. Inferences, projections,
and probable explanations of the results may also
be included. Discuss the implications of patterns
and trends, and include any secondary findings.

3.2.6 Summary, Conclusions, and
Recommendations

This concluding element in the text section
should summarize the entire research effort.

A sufficiently comprehensive overview should
enable the intended audience to understand
the entire study. At this point it is appropriate
to reacquaint the reader with the conceptual
framework, the design of the investigation, the
methodology, and the results of the study. This
section should include the significance of the
study and its conclusions, the limitations and
weaknesses of the study, implications for future
research, and any recommendations resulting
from the findings of the research.

3.2.7 End Matter

This post-text segment, discussed below, con-
tains the references (or bibliography) and appen-
dices (if any). For formatting requirements, see
Chapter 5.
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3.2.7.1 REFERENCES

The reference list, called References, Work
Cited, Literature Cited, or Bibliography depend-
ing on which departmental style guide is used,
directly follows the last text chapter. An excep-
tion is made for biology theses, where it follows
the Acknowledgments section in the end matter.
This section lists all references cited in the text
either directly or indirectly and must include
sources from which material has been adapted
for use in tables and figures. This list may also
include additional relevant sources as discussed
in Section 5.2.1.

3.2.7.2 APPENDICES

Material too detailed for inclusion in the body
of the text or that cannot be effectively pre-
sented due to its length/size may be included

in the appendices. Tables and graphs that have
been introduced in the main body of the text are
normally included immediately following their
first reference. They should not be placed in the
appendices unless specifically approved by the
student’s thesis committee. Appendix examples
include questionnaires, raw data, maps, photos,
artwork, letters of permission to reproduce mate-
rial, human/animal subjects research approvals,
or personal correspondence. When extraordi-
narily long (e.g. 30+ pages of computer code),
appendices may be placed on electronic media.
In that case, the following statement must be in-

cluded in the text of the thesis and in the abstract:

“The DVD (or CD-ROM, etc.), an appendix to
the thesis, is available for viewing at the Media

" Center of Love Library.” For instructions on how
to label the media (same as oversized materi-
als), see Sec. 4.10.2.3, and for Table of Contents
information, see Fig. 5.11 on p. 72. Media which
will be placed in Love Library must be included
with the thesis when it is officially submitted to
the Thesis Reviewer.

3.3 Tug ProJecr

Based on the Title 5 definition of projects (see
Sec. 3.1}, the Graduate Council of San Diego
State University has approved projects for some
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disciplines as an alternative to the thesis. It fur-
ther defined a project as a freestanding creation
of the student that is complete in itself, but stipu-
lated that the project be presented in an academic
context (the “abstract” mentioned in Title 5).
Therefore, the student must also submit a written
report approved by the faculty committee and
presented in a format suitable for shelving in the
university library (see Sec. 3.4 and Chapters 4
and 5). The intent s to provide the student with
an opportunity to demonstrate how the project
represents the culmination of an advanced course
of study that warrants the award of a master’s
degree. 1n this context, the Graduate Council is
concerned with the manner in which the material
is researched, organized, developed, and present-
ed. The written report must address the project’s
significance, objectives, and methodology at a
minimum. Most project reports will also include
a conclusion or recommendation.

NotE: Some projects may include a research
component. If such research invelves animal
or human subjects, the project may be subject
to review by the appropriate university com-
miitees (see Sec. 2.1.1 and 2.1.2).

3.3.1 Types of Projects
Projects can be clagsified in two different ways:

* as creative or applied art, depending on
whether they originate from one of the
fine or performing arts (Sec. 3.3.1.1) or
one of the professional fields (Sec. 3.3.1.2,
respectively, or

» as print or media projects.

Formatting of the written report is guided by the
project’s form as either a print or media project
as discussed below.

3.3.1.1 I'iNE AND PERFORMING ARTS

The most obvious examples in these fields are
creative works: A series of paintings or sculp-

“tures, a musical composition, a novel or collec-

tion of short stories or pecms, the production of a
film or stage play.



SDSU Dissertation and Thesis Manual Edition 11.1

3.3.1.2 ProrEessioNaL FIELDs

Examples of projects in professional fields would
be the production of a technical marual, busi-
ness plan, curriculum plan, software program,
multimedia program, or web-based or other
instructional program.

3.3.1.3 PrinT AND MEDIA PrROJECTS

A print project (that is, text based, such as a mu-
sical composition, novel, play script, or business
plan}—even though not an empirical research
study—rmay contain most of the same elements
as a traditional thesis. One difference, however,
is that the results of the project are limited more
by the creativity, capability, and budget of the
graduate student rather than by the data collect-
ed. Another difference from the traditional thesis
is that the print project does not usually include a
section on recommendations for future research.
Rather, it may include recommendations for
future efforts regarding production or implemen-
tation, when appropriate. A cuiminating print
project must evidence originality, critical think-
ing, and reflect the scholarly, and often artistic,
capability of the candidate. Academically, the
Graduate Council is concerned with the manner
in which the material is researched, organized,
developed, and presented.

The rationale for a media project (such as film,
painting, sculpture, software program, or mul-
timedia program) is to stimulate creativity and
broaden the expression of ideas. Thus, the con-
tent guidelines are somewhat broader than those
for either a traditional thesis or print project. A
culminating media project must evidence origi-
nality and independent thinking. It must also
demonstrate appropriate form, organization, and
rationale, as well as reflect the technical or artis-
tic capability of the candidate. Documentation of
all media projects must include the following:

1. A written report (see Sec. 3.3.2) that in-
cludes ample descriptive material so that a
reader of the manuscript can reach a good
understanding of the project without hav-
ing to see the completed creation.
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2. Adequate non-print documentation. If the

- project is not captured on DVD, CD-ROM
or other electronic medium, comprehen-
sive photographs or printouts of computer
screen displays, for example, should be
included in the written report (usnally
in an appendix, see Sec. 3.3.9). When
using photographs of original artwork, if
the dimensions of the actual creation are
unclear, they should be indicated either
within parentheses as part of the photo-
graphic caption or as part of the text that
refers to the illustration and the original
work.

3.3.2 Organization of the Project

Each project—whether creative or applied, print
or media—requires a written report. The written
report usually contains: (1} preliminary pages,
(2) text, and (3) end matter. At a minimum, the
project manuscript must contain the following
six components (except for Creative Writing, see
#4).

1. Title page (on which the word “Project” is
substituted for “Thesis™)

2. Signature page {on which the word “Proj-
ect” is substituted for “Thesis”)

3. Table of Contents

4, Abstract (Sec. 3.3.3; Sec. 5.1.6 for format-
ting). The Creative Writing abstract serves
also as the Introductory Statement and,
therefore, must contain af least 500 words
{see Sec. 3.4.2)

5. Introductory Statement (see Sec. 3.3.4; not
required for Creative Writing projects),
and

6.Library Abstract (see Sec. 5.1.6 for for-
matting)

There will be structural differences in the writ-
ten reports for the various types of projects.

In addition, departmental requirements differ
across the university. Therefore, the framework
outlined below is offered as a general guide only
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and should be adapted as necessary.? Students
should consult with their project chair or gradu-
ate adviser for departmental requirements.

3.3.3 Preliminary Pages

This pre-text segment contains the title, signa-
ture, and copyright pages, dedication, abstract,
table of contents and other lists, acknowledg-
ments, and all other prefacing information.

The abstract should be written in narrative
style, and should be a brief, comprehensive sum-
mary of the contents of the thesis. Abstracts,
preferably, should be 500 words or less except
for Creative Writing projects (see Sec. 3.4.2).
The abstract allows readers to survey the con-
tents of the manuscript quickly and, like a title,
is used by abstracting and information services
to index and retrieve the manuscript. The ab-
stract should never present the main points of the
manuscript in a list or other sertal form and it
should not contain source documentation (cita-
tions).

Most people will have their first contact with
your project while reading the abstract as part
of a literature search. The abstract needs to be
succinet, quickly comprehensible, accurate, and
informative. See Sec. 5.1.6 for formatting,

3.3.4 Introduction to the Project
or Introductory Statement

The general function of the Introductory State-
ment is to place the project in its academic con-
text as discussed at the beginning of Sec. 3.3. In
some project reports, it is sufficient to combine
the information described in Sections 3.3.4-3.3.7
into one chapter that discusses the relevant is-
sues. In other cases, each of these sections is in-
cluded as a separate chapter in the project report.
When handled as a separate chapter, the purpose
of the introduction, whether a chapter by itself or
combined with a literature review, is to provide a
comprehensive overview of the project.
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3.3.4.1 Purrosg oF THE PROJECT
OR PROBLEM STATEMENT

This subsection answers the “why” or “what for”
questions. For example:

* Print project: Explain why you chose
to attempt this project. Include personal
interest as well as other identified needs
that the project will help satisfy. Why is
the project significant?

* Media project: Explain what prompted
your interest in the project. Include any
historical background, current technology,
and/or future dimensions in the field of
study. Provide a setting and focus for the
project.

3.3.4.2 ScorE oF THE PROJECT

Explain the project in terms of content and for-
mat. For example:

* Print project: Include specific informa-
tion regarding the subject matter, the
intended audience, how the project is to be
used, and the results or effects expected.

* Media project: Specify the audience to
which it 18 directed and the context in
which it is to be presented.

3.3.4.3 SIGNIFICANCE OF THE PROJECT

What new dimensions, concepts, or techniques
are being presented or applied to the media or
subject that makes the work unigue? Emphasize
the importance of the project in relation to tech-
niques, suppeort of information, or instructional
needs. Specify its intended effects. If designed
to be informational, persuasive, or instructional,
specify the effects in terms of behavioral objec-
tives.

3.3.4.4 LimiTATIONS OF THE PROJECT

If applicable, discuss any limitations in relation
to the content and technical aspects, including

* Tbid
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external conditions, resources, time, and your
abilities.

3.3.4.5 DeFINITION OF TERMS

Define any special terms and establish standard
abbreviations that will be used throughout the
text.

3.3.5 Review of Related Literature

This section constitutes the major research effort
of the project. It provides an assessment of the
place the project occupies within the academic
discipline. It also provides the source material
for the content. Ultimately, it justifies the need
for the project, the treatment selected, or both.
This section should end with a summary of the
review synthesizing the literature and identify-
ing the various approaches and themes or prod-
ucts produced.

* Print project: The literature review for a
print project puts the project in the con-
text of existing information in the field.
Therefore, you should review and cite
related sources and discuss their strengths
and weaknesses pertaining to the purpose
of the project. Also discuss the theories or
techniques examined and their respective
implications for the study.

* Media project: This review also defines
how the project differs from other media
productions in content, format, or tech-
niques. Your description of how the work
is related to existing media with a similar
purpose will provide a rationale for the

“approach and techniques chosen for the
project. Related media productions should
be cited and evalvated. Discuss the tech-
niques used and their applicability to the
present study.

3.3.6 Methodology or Treatment

This section describes in depth how every aspect
of the project was conducted, compiled, created,
or executed. It should be significantly detailed
and should describe the format and technique
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used in presenting the material. Techniques,
questionnaires, interviews, study sites, tools, and
materials used to accomplish the project should
be described here. In the theatre arts, for exam-
ple, this may include but must not be limited to a
day-to-day journal. When applicable, discuss the
effectiveness of the techniques, tools, or materi-
als selected.

3.3.7 Summary, Conclusions,
and Recommendations

As discussed in previous sections, the summary
of the project will take slightly different forms
depending on the type of project developed.

* Print project: In the summary, present
an overview of the previous sections and
explain how the final project addresses is-
sues that have been raised. If conclusions
are presented, they should validate both
the need for the study and explain how the
present study responded to that need. Any
recommendations should include com-
ments regarding content, technique, and
the process of creating a project of this

type.

* Media project: As with print projects,
present a summary and overview of the
project. This section should evaluate the
process of production from concept to -
final product. Both positive and negative
conclusions found as a result of the study
should be discussed. Describe the areas in
which the study might have been im-
proved and how problems were addressed.
Recommendations, if any, should include
comments regarding content, technique,
and the production process as a whole.
They should provide the reader with infor-
mation for future media productions of a
similar kind.

3.3.8 References

Cite references according to the departmental
style guide and be sure to include every source
cited in the study, including material that has
been adapted for use in tables and figures. The
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important thing is to give due acknowledgment
to those artists, authors, or professional practitio-
ners who had an influence on the work presented
in the project.

3.3.9 Appendices

Usually, a print project is placed in the Appen-
dix. If exceedingly large, that appendix may

be treated as a separate volume. In this case,
reference to it must be included in the text of the
report and the abstract, and it must be listed in
the Table of Contents as Volume II. When the
appendix is on electronic media or on slides, the
following type of statement must be included in
the text of the report and in the abstract; “The
BVD or CD-ROM, etc., an appendix to the
project, is available for viewing at the Media
Center of Love Library” For instructions on how
to label the media (same as oversized materi-
als), sce Sec. 4.10.2.3, and for Table of Contents
information, see Fig, 5.11 on p. 72. Media which
will be placed in Love Library must be included
with the thesis when it is officially submitted to
Thesis Reviewer.

3.4 FORMATTING FOR PROJECTS

The written report of the project should follow
the prescribed format for theses as described in
Chapter 2 (departmental style guides), Chapter 4
{general formatting), and Chapter 5 (preliminary
pages and end matter). However, the form and
presentation of projects tend to vary broadly and,
therefore, the additional format guidelines for
project reports discussed below are more flex-
ible. Students should consult their faculty com-
mittees or the Thesis Reviewer for a determina-
tion as to the acceptability of any particularly
unique format.

3.4.1 Print Projects

In cases where the project is a manual, hand-
book, play script, musical composition, instruc-
tional guide or business plan, for example, the
project itself is placed in an appendix or separate
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volume. It is subject only to meeting: (a) mini-
mum margin settings, (b) page numbering, and
(c) reproduction requirements as described in
Sec. 4.1, 6.1, and 6.2. The remaining sections of
the written report are then tailored to introduce,
justify, and validate the study or creative effort.
This portion is subject to meeting g/l of the for-
matting guidelines required for theses.

3.4.2 Creative Writing Projects

A creative writing project, whether in fiction or
poetry, is a significant undertaking appropri-
ate to the fine and applied arts. It evidences
originality and independent thinking, appropri-
ate form and organization. The project should
be described and summarized in a written
abstract of at least 500 words, which includes
the project’s significance, objectives and meth-
odology. The abstract must present the project
in an academic context, demonstrating how the
project represents the culmination of an ad-
vanced course of study that warranis the award
of a master’s degree.

Normally, poerns, short stories, and novels are
presented in the main body of the text and not
inan appendix. Although the formatting of the
preliminary pages and end matter must still
comply with the formatting requirements speci-
fied in Chapter 5, formatting of the student’s
creattve work must be allowed to reflect the
student’s creativity. Therefore, the creative writ-
ing project, although included in the main body
of the text, is subject only to meeting the same
minimum margin, page numbering, and repro-
duction requirements as described in Sec. 3.4.1.
Also, when there is no conflict with the student’s
desired presentation, each new work (i.e., poem,
short story, or-novel—if more than one) should
start on a new page with the title consistently
formatted either as:

* anew section (centered, bold, all caps,
1¥4” from the top of the page),

* a first- or second-level heading
{Heading 1 or 2), or

* athird- or fourth-level heading
{(Heading 3 or 4).
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For short stories or poetic works organized by
themes, a cover page preceding each story or
theme section may be used. The cover page must
be numbered and the title, in all caps and bold,
should be centered vertically and horizontally on
the page. :

It is also acceptable to organize your project into
parts (e.g., a novel separated into three parts rep-
resenting major turning points or life events). In
this case, cover sheets must be used to separate
each part. On the cover sheet, the Part number
(Arabic numeral) should be bold and centered
vertically and horizontally on the page preceding
the work in that section. If the Parts have sepa-
rate titles, those titles would be included on the
cover pages as well and formatted in the same
manner as appendix cover pages (see Sec. 5.2.2).
Cover pages nmust be counted and numbered and
included in the Table of Contents.

Creative writing students may also be somewhat
creative in their use of font styles. Many styles
will be allowed as long as they will reproduce
legibly on microfiche. This does exclude most
font sizes under 10 points and any style that does
not produce a consistent line width. For example,
unacceptable fonts would include:

Bodoni: AaBbCeDdEeFfGgHh
Caslon: AaBbCcDdEeFfGgHh

Garamond: AaBbCcDdEeFfGgHh

Depending on the student’s printer quality, the
“thicker/thinner” lines of these typefaces can
make photocopies (and, therefore, microfiche)
difficult to read. When deciding about using dif-
ferent fonts and selecting styles, be sure to check
with the Thesis Reviewer in advance and obtain
approval for anything out of the ordinary.

Finally, the Tables of Contents for some cre-
ative writing projects are rather unique in that
they may be extremely short. Figure 3.1, on

p. 31 presents examples of possible Tables of
Contents depending on the type of work created
(see Section 5.1.7 for detailed formatting instruc-
tions). When in doubt, consult with the Thesis
Reviewer.
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3.4.3 Art Projects

The artwork created by MA and MFA students
for their projects (paintings, sculptures, jewelry,
architectural models, etc.) is typically exhibited
in a show that is open to the public. Slides are
taken of the exhibit and are housed in the School
of Art, Design, and Art History. The following
statement must be included in the text of the
report and the abstract: “Slides of this project
are available for viewing at the Slide Library

in the School of Art, Design, and Art History.”
The slides are also reproduced as plates for the
report. See Section 3.3.1.3, #2, about stating the
dimensions of the work shown in a plate.

In the chapter of the report reserved for discus-
sion of their individual works of art (Works
Chapter), students are required to display a large
number of the plates made from the slides of
the exhibit. These plates are presented either in
an appendix or integrated into the text. When
plates are placed in an appendix, the Works
Chapter must follow the same thesis formatting
requirements that govern all other theses. When
plates are integrated within the text, students
have two options for the Works Chapter: (1) to
follow standard thesis formatting requirements
regarding text flow and placement of figures

in text (See Sec. 4.10 and 4.10.4), or (2) to begin
discussion of each work on a new page.

3.4.3.1 TEXT FORMATTING

When a student chooses to integrate plates
within the text and maintain normal text flow,
the Works Chapter should follow standard thesis
formatting as detailed in Chapter 4. This means
that text fills each page from the top to the bot-
tom margins and headings may occur anywhere
on the page except at the very bottom. Each plate
should be presented on the page following its
first reference in text.

When a student chooses to begin discussion of
each work on a new page, the heading for each
new work (usually the title of the work) must be
placed at the top margin and formatted as a first-
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level heading (Heading 1, Fig. 4.3).

Students may then choose to: (1) present each
plate following its first reference in text or

(2) present the entire discussion of each work
followed its respective plates. In either case, the
last page of text describing each work may not
be filled to the bottom margin (i.e., it would be
similar to the last page of a chapter),

3.4.3.2. PLATE FORMATTING

By convention, the representations of a student’s
work are labeled as plates. If an art student is
also including examples of other artists’ work

or aother types of illustrations, these materials
should be labeled as _figures. In this case, the the-
sis would include a separate List of Figures and
List of Plates in the preliminary pages.

Plates are to be titled at the top and formatted
according to the departmental style guide. They
should be numbered with Arabic numerals. Di-
mensions of the actual creation must be specified
at least once, either within parentheses under the
title or included as part of the text that refers to
the work. See your departmental style guide for
additional instruction.

Like creative writing projects, the Table of Con-
tents for art projects will differ depending on
whether the work is presented in text or in an ap-
pendix. Figure 3.2 presents examples of possible
Tables of Contents (see Sec. 5.1.7 for detailed
formatting instructions). When in doubt, consult
the Thesis Reviewer.

3.4.4 Theatre Arts and Dance Projects

Projects that are text-based, such as audience
research or the creation of a play script, are print
projects and are included in the discussion in
Section 3.4.1. Projects dealing with the planning
and execution of a performance (actor, director,
dancer, choreographer) or the design and execu-
tion of a scenic element should alse be format-
ted like a print project or a traditional thesis. In
these projects, photographic documentation of
the performance or scenic element is normally
“inctuded either in the text or in an appendix. The
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difference between these projects and art
projects is that, in Theatre Arts or Dance, the
photos provide an illustrative sample of the proj-
ect in general. Art projects, on the other hand,
discuss each work separately and display exten-
sive, representative selections of each individual
item (as discussed in Sec. 3.4.3).

Tables of Contents for projects in Theatre Arts
or Dance would look much the same as those for
traditional theses, or similar to those presented
in Figure 3.2 for Art projects.



SDSU Dissertation and Thesis Manual Edition 11.1

Exampies of a collection of short stories or poems

A collection of short stories A collection of poems without
organized by themes any further arganization
1 ¥
iv iv

TABLE OF CONTENTS TABLE OF CONTENTS
PAGE PAGE
ABSTRACT oo cemsrenesnesne oo i ABSTRACT corvvvvvvrrrsssersssssonmsmssnssmsssssssssssessonsselil
ACKNOWLEDGEMENTS . ..o cerericrienp e iv ACKNOWLEDGEMENTS ....ccoooveoceroer e enr BV

WRESTLING AND OTHER BATTLES...... X..... 1 INTRODUCTION ...t |

Childhood and Family..................... X .6 REFLECTIONS ON NATURE
Forest....oimiin i i

On the Path..cooeo e vy e cererereans 3

A Saturday Afternoon in September..... %

Freedom. ..o
B Lost in the Mist ..o ovecerce oo 8
. Ocean Waves. .......cceceveeeiceeeeeeece e senneeees 11
B W o OO
Seashells..cu oo 12
A Gringo in Wonderland..........ccocoeeeee
Sand in My Shorts.....cooovriviiieeieee 13
StArting Line v vt DOIPHIN ELOVE corerees e eoeeeeess e L
WIEESHHNEG ..o s Egyes of the Wolf..
My brother, The Wrestler ...t

Recognmition ..o veerrceeee e cevereenee

The Introductory Statement discussed

in Sections 3.3.2 and 3.3.3 need not

be called out by the term “Introduction”
PAGE but may be handled more creatively as
shown in this example where the title of
the work is used instead. See Figure 3.2
INTRODUCTION oovevvvvvveooooemeeseeee e 1 for other variations.

THE HORSE WITH NO NAME..............ccoceressesrn &

TABLE OF CONTENTS

ABSTRACT ...t seveeeem e

— Example of a novel as a

creative writing project.

If chapters in the novel are titled and you
wish to include those, you may do so.
Format as first-level headings (indented
0.25" and capitalized headline style).

lilustrations are not drawn to scale

Figure 3.1. Sample tables of contents for creative writing projects.
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Two variations when plates are shown in an
appendix rather than integrated with text.

TABLE OF CONTENTS TABLE OF CONTENTS

ABSTRACT.. iii ABSTRACT. R i
ACKNOWLEDGEMENTS ........oovceimeener e iv LIST OF PLATES ..o e emmereet s v
LIST OF PLATES ..ot veeesemsniina V ACKNOWLEDGEMENTS ... ¥
CHAPTER CHAFTER
I INTRODUCTION ....ooomcvereecrreneeee 1 1 THE PROJECT ..o |
2 PERSONALASPECTS......ccoonererenennn 9 INrOQUCHION . ..o cee e cecrinsevenas |
3 HISTORICAL BACKGROUND............ 12 Personal ASpects .......occvceev i vecrenen 5

4 THEWORK...........ooiiremirsrssssrsssns 17 Historical Background .....ooeeoeeecceeceeene @

5 CONCLUSION...covieieeieee 32 Conclusion .17

S ———
BIBLIOGRAPHY ... 35 2 THEWORK.......o.oof e .20
APPENDIX BIBLIOGRAPHY [ 35

L N 36 APPENDIX
PLATES ..o 36

If you discuss each work {1
under separate headings,
include the headings in
the Table of Contents.

iii

TABLE OF CONTENTS

PAGE
Toma aBrelO. ..o oeeeceeeccecnerersernsessnns 20
ABSTRACT vt ccevscnnevssrensssessvessesesene HL
Ofrenda a Xilonen.....oeneieeceereccoecen . 22
LISTOFPLATES........ccoirveerninsarisirseescenen e IV
Ofrenda a Xipe..ceeveeevciceceeceeeeceecrrrnn 20
CHAPTER
Concibiendo ¢l Pasado.........cc.u........... 30
1 STATEMENT OF THE PROBLEM.......... 1

MEMOTIAS ..oeeeeernree e e eeenres 32

2 THE SCULPTURES ..o

L1111 PO, |
Example of another variation,

. _ this time when plates are
Warriors Vanity ......ececoeccieeciericneen. 13 integrated with text rather than
Dark One......eoocviceeccicececvirvcnsnarenns 18 ¢ placed in an appendix. Also
Ball and Chain: Shattered.................... 23 in this example, there is no
Acknowledgements section.

Gefangnis v @

3 CONCLUSION ..o ecreere e 28

BIBLIOGRAPHY ..ooooovticnireeeeniveeeccen e 30

lllustrations are not drawn to scale

Figure 3.2. Sample tables of contents for art projects.
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CHAPTER 4
FORMATTING INSTRUCTIONS

Dissertations, theses, and thesis projects (re-
ferred to as “theses” throughout this manual

for brevity) must adhere to the format guide-
lines outlined in this manuat as well as to basic
standards of clear English. These requirements
impose a basic uniform structure for theses from
various, diverse disciplines. Simultaneously, suf-
ficient flexibility ensures that theses from every
department reflect the standards and practices
unique to the field of study. The departmental
style guides are listed in Table 2.3. You must
follow those guidelines—especially for citations
in text and the reference list, and for the prepa-
ration of tables and figures—except when they
conflict with this SDSU Dissertation and Thesis
Manual. When conflicts occur, the Disserta-
tion and Thesis Manual takes precedence. If
questions arise, consult the Thesis Reviewer. Do
not use a previously approved thesis as an ex-
ample of departmental style or university format
(see Sec. 1.4 about Conditions for Rejection of
Theses).

Your thesis should be prepared using word pro-
cessing software capable of producing a docu-
ment that adheres to the requirements specified
in this manual. To assist you, SDSU templates
are available in two formats:

* M.S. Word, available at htip:/
gra.sdsu.edu/Graduate/Thesis/index htm

¢ LaTeX, available at http:/
www.math,.sdsu.cdu/dept_resources.htm.

Many faculty members encourage students to
hire professional formatters who are experienced
in using word processors and other computer
software. The Graduate Division supplies a list
of professional formatters; however, the univer-
sity cannot guarantee the quality of work of the
formatters on the list.

4.1 OVERALL APPEARANCE

Theses should be free of smudges, streaks,
random print, and other printing imperfections.
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The same is true for any photocopied material
included in the appendices. Use of correction
fluid or other types of “white out” is acceptable
on a camera-ready print, but not if you are laser
printing your thesis on acid-free paper for shelv-
ing in the library (see Chapter 6).

All printed characters must be clear, distinct
and dark enoungh to produce high quality pho-
tocopies. The same is true for any photocopied
material reproduced in your manuscript. If you
cannot obtain a high quality copy due to a poor
original, your only option may be to recreate the
material yourself. There should be no correc-
tions or additions to the text in pencil or pen; the
Thesis Reviewer must approve any exceptions in
advance. All pages must be free from wrinkles
or folds. Tables, graphs, chartg, diagrams, and
other figures must be skillfully produced, leg-
ible, and patterns, colors, or shades of gray must
be clearly differentiated. Work that is obviously
done free-hand may not be acceptable. Over-
sized materials should not be folded. Instead,
11"x17” paper should be left flat; larger sheets
should be rolled.

When necessary, photographs or figures that
cannet be imported into your word processing
software may be printed separately and mounted
on the manuscript page. When mounting such
material for submittal to the Thesis Reviewer,
use a “temporary” mounting method. If, after
format review, the position of these items nmst
change, you will want to be able to remove and
remount them without damaging the material.
However, once the thesis is approved, but before
submitting it to Montezuma Publishing, you
must ensure that the edges of all mounted mate-
rials are firmly secured (see Sec. 6.6).

The remainder of this chapter focuses on the
technical aspects of manuscript preparation.
Sections 4.2 — 4.8 address fonts, pagination, page
layout, and text formatting. Section 4.9 presents
minimum style guidelines regarding the use of
bold and italics, hine, and page breaks, enumera-
tion, equations, and quotations. Section 4.10
covers the preparation and presentation of tables,
figures, and other illustrative material. The chap-
ter ends with a discussion of the
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formatting requirements for back-to-back print-
ing, if desired (Sec. 4.11).

Note—The term chapter is used here to mean
each division in the body of the thesis text
{versus the preliminary pages or end matter).

4.2 FONTS

Typefaces—or fonts—come in a variety of
styles and sizes. However, you must choose
those that enhance the professional look of the
thesis and provide the best readability, espe-
cially when transferred to microfiche. The most
common font used in theses is 12 point Times
New Roman which is the font used in the SDSU
Template. However, the template can easily be
modified to accommeodate other font styles.

4.2.1 Font Style

Any serif or sans serif font that is easily read-
able is acceptable. An example of a serit font is
“Times New Roman” (the font used here}, An
example of a sans serif font is “Arial.”

Take care in the selection of fonts. Some fonts
have an uneven quality—parts of each letter dif-
fer in thickness—while others place characters
very close together (“Garamond” for example).
There are fonts that do not show much difference
between plain and boldface type when printed
although they look good on the computer screen.
These, and ornamental fonts that are based on
script, cursive, or calligraphic styles are not
acceptable and should never be used, with the
possible exception of creative writing theses.

If you have a question about the acceptahility of
the font you have chosen, check with the Thesis
Reviewer before printing your entire thests.

Greek and other symbols may be used in your
thesis but, when included in your thesis title,
cannot be accommodated on the library hard-
bound cover (see Sec. 6.6.3.2).

4.2.2 Yont Size

The font size for text will vary depending on the
font style you choose. Acceptable font sizes for
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the Times New Roman or Palatino fonts are 11
and 12 points; for Arial or Helvetica, 10 and 11
points. If you will be using a different font style,
conpare it to these to determine the font size to
use.

A 2 pt. increase in font size from that used for
text is required for Section and Chapter titles
(see Sec. 4.7) and Text headings (see Sec. 4.8).

4.2.3 Font Consistency

The same font style must be used throughout the
thesis, including titles, headings, and page num-
bers, Tables and figures should also be prepared
using the same font style and size as that used

in the text. If necessary, a smaller font size (but
nothing less than § pt.) may also be approved
for the preparation of tables, figures, and ap-
pendices. However, the font s#yle should remain
the same as or as close to the text font style as
posstble, in most cases (see Sec. 4.10.2.1). If you
have problems maintaining consistency in font
style with tables, figures, or other illustrations,
consult the Thesis Reviewer. When footnotes are
automatically produced by word processors, they
are typically reduced by one or two point sizes
from that used in the text, and that is appropriate
and desirable. (See Sec. 5.2.1.2 for more about
formatting footnotes.)

If you need to insert computer code, computer
commands, or the names of computer buttons

or menus into the text portion of the thesis, you
should use a different font style than that for text,
Either Courier or some type of OCR (Optical
Character Reader) font is recommended for
this purpose. If you intend to put an entire com-
puter program in an appendix, it is acceptable to
use a smaller size and different style font than
you are using in your text. However, the charac-
ters must be sharp, distinct, and dark.

4.2.4 Font Color

The use of color in charts and graphic illustra-
tions is permitted (see Sec. 4.10.4). However,
the rext of your thesis should always be printed
in black ink. This includes Internet addresses in
text, notes, or reference lists. The easiest way to
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do this is to turn off the automatic linking func-
tion in your software program before you start
writing. Otherwise, use a “remove link™ func-
tion for each instance, or highlight linked text,
remove underlining, and change the font color to
black. Be sure to choose black and not automatic
or the electronic address will remain blue when
printed.

4.3 PAGINATION

Every page of the manuscript, including blank
pages and cover sheets must be assigned a page
mumber, even those on which no number actu-
ally appears. The pages that do not show page
numbers are: '

1. The first two pages of the manuscript, i.e.,
the title and signature pages,

" 2.The Library Abstract that will not be
bound with the manuscript, and

3. When printing back-to-back, the blank,
left-facing pages in the preliminary sec-
tions. Students preparing manuscripts for
copying on both sides of the page should
consult Section 4.11 on “Back-to-Back
Formatting” for other page numbering
rules as well as the alternate placement of
page numbers and margins,

Except for #3 above, the SDSU Template ad-
dresses all pagination issues discussed in this
section,

4.3.1 Pagination Sequence and Style

Lowercase Roman numerals are assigned to the

preliminary pages. Pagination actually starts
with the mandatory copyright page which should
be numbered “iii.”

Arabic numerals are assigned to the rest of the
manuscript including the end matter, starting
with page 1. All pages must show page numbers,
except as noted in 4.3 above. Therefore,

Chapter 1 and the first page of each subscquent
chapter must be paginated. Text cover pages
(preceding full-page figures, for example) and
appendix cover pages must also show page
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numbers. Various examples are shown in Figures
4.2 (p. 40), 4.6 {p. 50), and 5.15 (p. 80). A typical
sequence is shown below (see Chapter 5 for an
all-inclusive list of preliminary pages).

Preliminary Pages

Copyright page iii

Abstract iv

Table of Contents v

List of Tables vi

Acknowledgements vii
Text

First text page (Introduction or Chapter 1) 1
Chapter 2 6

References 89

4.3.2 Placement of Page Numbers

All pages should be numbered at the top, right
corner of the page, including the first page of
every chapter. The fop of thé number should
measure 5/8” (or .63”) from the top of the page
and the last digit should be flush with the right
margin (i.e., right aligned). Tables, figures, or
other illustrative materials that may exceed nor-
mal margin requirements should never obscure
the page number. If a table or illustration is for-
matted in landscape orientation, the page num-
ber must still appear in portrait orientation in the
standard position at top right (see Figure 4.1). Do
not use punctuation or leading text of any kind
{e.g., running heads) with page numbers.

4.4 MARGINS

The following uniform page margins must be
maintained for pages whether for text, tables,
figures, or appendices. An exception for some
oversized materials is discussed in Section 4.4.2.

+ Left margin, 1-1/4 (1.25) inches
+ Top margin, 1 inch
« Right margin, 1 inch

+ Bottom margin, 1 inch
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Figure 4.1. Example of pagination for por-
trait and landscape orientation.

The margin is measured from the edge of the
page to the point where text begins or ends.
Because individual printer performance varics,

. always measure your output, even if you are
using the SDSU Template. The results should
match the measurements given above within
1/16™ of an inch,

Tir—Regarding the top margin: Automatic
page numbering places page numbers in the
area your word processing program designates
for headers or footers. For example, M.S. Word-
places headers outside of the top margin, so

you will set the top margin at 1 and the header
at 0.63” for the page number. WordPerfect, on
the other hand, includes headers within the top
margin setting. For that program, you would
need to set your top margin at 0.63” to accom-
modate page number placement (see Sec. 4.3.2).
Text then starts double-spaced below the page
number, which should place text in the correct
position (approximately one inch from the top of
the page). In any case, after printing a test page,
measure your output,

The left and top margins should not vary from
page to page. All text, text headings, and tables
or figures when combined with text should start
at the I’ top margin position. Exceptions include
section title pages (see Sec. 4.4.1), table and fig-
ure pages not combined with text, and oversized
tables and figures as discussed i Sections 4.4.2,
4.10.2, and 4.10.2.3.

The right margin will appear to vary (ragged

SDSU Dissertation and Thesis Manual Edition 11.1

right margin} when using the mandatory left-
aligned text justification. (See Sec. 4.6 as well as
4.9.2.1 regarding hyphenation). -

Bottom margin variance should not be more
than 2-3 lines from one page to another, even on
pages containing figures or tables combined with
text. Avoid the occurrence of orphan lines or
headings at the bottom of a page (see Sec. 4.9.3).
There is slightly more leeway for theses present-
ing a large number of equations (chemistry,
math, physics, and engineering, for example).
These students should follow departmental
guidelines regarding proper page breaks within
and around equations. In afl other situations, the
bottom margin will vary significantly only on
the following pages:

* on the copyright or cover pages, where the
text is centered on the page,

* on table or figure pages that contain no
text {see Sec. 4.10.1 & 4.10.2), and

* on the last page of a chapter—however, on
this page there must be at least two lines
of text.

4.4.1 Dropped Margin for New Sections

Theses are divided into the following compo-
nents. This is an inclusive list; your thesis may
not contain all of these sections.

* Dedication

* Abstract (as discussed in Sec. 5.1.6)
* Table of Contents

* List of Tables

* List of Figures

* List of Plates

* List of Abbreviations, Acronyms, Sym-
bols, etc., or a Glossary

+ Preface

* Acknowledgments
* Chapters of the text
» Endnotes

* Bibliography (References, Works Cited)
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Each of the above sections starts on a new
page and the beginning text on these pages is
dropped Y inch from the top margin. There-
fore, chapter number lines and section titles
are placed 1'2 inches from the top of the page.
Detailed formatting instructions for titling new
sections are in Section 4.7,

4.4.2 Margins for Oversized Material

Slightly smaller margins may be used with cer-
tain material such as maps, tables, figures, pho-
tographs, computer printouts, and appendices.
You may combine an illustration that requires a
smaller margin on a text page (where the text is
within the normal margin settings). The margins
for oversized material {on letter-size paper} must
be at least:

* Left margin, 7/8 inch

+ Top margin 5/8 — 7/8 inches (the page
number must have 1/4 inch clearance from
other print)

+ Right margin 5/8 inch
+ Bottom margin, 5/8 inch

When a figure exceeds these minimum margin
requirements, try to photocopy it in a reduced
size. If it cannot be reduced legibly, you may
need to place it on 11 x 17 inch paper that can be
inserted into the manuscript and folded. Items
larger than this (geclogical maps, e.g.) will be
folded and piaced in a pocket on the inside back
cover of the bound thesis. Detailed formatting
instructions for oversized material are given in
Sec. 4.10.2.3. '

4.5 LINE SPACING

Line spacing is the amount of space between
lines of text. It is measured in points. For ex-
ample:

» Single spacing = 12 points
+ 1.5 spacing = 18 points
* Double spacing = 24 points
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Later in this chapter, when discussing additional
space that is required to separate text from head-
ings or graphics, that space will be designated in
points. '

There are two options for line spacing discussed
in Section 4.5.1. Regardless of which option is
chosen, line spacing should be consistent for all
text throughout the manuscript except for the
title and signature pages, and those instances
where single spacing is required (see Sec. 4.5.2). .
Do not add additional space between paragraphs.
New paragraphs are indicated with a tab indent
rather than added space.

4.5.1 Normal Text Spacing

The preferred line spacing for SDSU theses is
1.5 and the SDSU Template is formatted with 1.5
spacing. Double spacing is acceptable if desired.
Throughout this manual, the term rormal fext
spacing refers to whichever line spacing option
you have chosen (1.5 or double).

Double spacing is recommended for theses with
fewer than 25 pages which, although rare, do
occur. (The bindery finds it difficult to place text
on the spine of bound theses that have fewer than
25 pages.)

4.5.2 Single Spacing

The following specific sections of text must be
single spaced, contrary to instructions in some
departmental style guides. Formatting for these
items is discussed in detail elsewhere in this
manual as indicated. Also, appendix text may
be single-spaced. The SDSU Template contains
styles for all single-spacing requirements.

* Bibliographies, reference lists, and notes
(with normal text spacing between entries)
[Sec. 5.2.1]

* Block quotations (preceded and followed
by normal text spacing) [Sec. 4.9.4.3]

* Enumerated or bulicted lists: Single space
multiple-line items followed by normal
text spacing (e.g., for a’look similar to this

_bulleted list). For a list with only single-
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line items, you may single space the entire
list and follow the last item with normal
text spacing, or use normal text spacing
throughout, as desired. [Sec. 4.9.5]

* Long headings (i.e., Headings 1 & 2 over
. 4% inches in length or Headings 3 & 4
over 372 inches in length)
[Figure 4.3, p. 42]

* Table titles and figure captions (including
plates, schemes and anything else that is
titled or captioned) [Sec. 4.10.3 & 4.10.4]

4.6 TeExT FORMATTING

Text justification should be left aligned only.
Full justification is not acceptable, with the
possible exception of creative writing projects.
Paragraph indentation of % inch must be used
to signal new paragraphs rather than extra space
between paragraphs. Default tab settings are
typically set at 2-inch intervals, so tabbing once
at the beginning of cach paragraph is usually
sufficient.

There are three possible structural formats to
follow for your text; Chapter, Section, or Tech-
nical. The format you use will depend on the
format(s) approved by your department (see
Table 2.3). Formatting for chapters and headings,
and the numbering of tables, figures, and other
illustrations are based on the text format you use
and are discussed next.

Note—The term chapter as used here, means
each major division in the body of the thesis
text regardless of whether you use chapter,
section, or technical format.

4.6.1 Chapter Format

Chapter format is the standard formatting style
used by most disciplines. Each major division in
the body of the text is given a chapter number
and a chapter title. The chapters are numbered
with Arabic numerals. Headings within each
chapter are not numbered. Tables, figures, and
other types of illustrations are numbered sequen-
tially throughout the manuscript, including ap-
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pendices. For an abbreviated example of chapter
format, see Figure 4.3, p. 42.

4.6.2 Section Format

In Section format each major division of text is
given a title but they are not iabeled as “chap-
ters” and are not numbered (e.g., “Introduction”
vs. “Chapter 1, Introduction™). With Section: for-
mat, tables, figures, and other types of illustra-
tions are numbered sequentially throughout the
manuscript, including appendices, just as they
are when using Chapter format.

4.6.3 Technical ¥Format

Technical format provides for easy referenc-

ing and cross-referencing of text, tables, and
illustrations. It is used primarily by students in
technical fields, but may be used by students in
other disciplines as allowed (see Table 2.3). This
manual uses technical format, for example

In technical format, text is given a chapter num-
ber and chapter title. The chapters are numbered
with Arabic numerals as they are in Chapter
format. However, headings are numbered within
chapters (2.1, 2.2, ete.), subheadings within
headings (2.2.1,2.2.2, 2.2 3), and sub-subhead-
ings within subheadings (2.2.3.1, 2.2.3.2). The
numbers of all higher divisions precede the
number of each division, and all divisional num-
bers are separated by periods as shown below.
Tables, figures, and other types of illustrations
are numbered sequentially within each chapter
or appendix but not within headings. That is,
they show only the chapter number and sequence
number of the illustration (e.g. in Chapter 1, Table
1.1 & 1.2; in Appendix B, Table B.1 & B.2).

Chapter # Heading# Subheading #

|

2.2.3.1 THirp-LEVEL HEADING EXAMPLE
Sub-subheading #

4.7 Secrtion TiTLE PAGES

The first page of each new section starts ¥4 inch
lower than the normal top margin (except for the
copyright page and appendix cover sheets which
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are centered vertically). See Chapter 5 for a list
of the sections in the preliminary pages and end

matter. In text, each chapter starts a new section. -

Section title pages must be formatted as fol-
lows (see Figure 4.2 for examples of section title
pages). The SDSU Template contains styles that
incorporate the formatting requirements in #1-3
below.

1. Start each section on a new page.

2. Drop the first line }% inch from the top
margin so that the title (or chapter # line)
starts 1.5 inches from the top of the page
(measured to the top of the text charac-
ters).

3. Center the chapter number and title lines
horizontally on the page. No title line
should exceed 4% inches in length. It
is preferable to have the longest line on
top with each successive line equal to or
shorter than the line above it. Use normal
text spacing between lines of multiple-line
titles.

4. Chapter number, chapter title and section
title lines should be formatted as follows:
(a) increase font size by 2 points, from

“that used for text, (b) capitalize in UP-
PERCASE, and (c) bold.

* 5. Add 12 points of additional spacing after
the chapter number line and last line of
the chapter or section title.

6. Never include notes or references in a
section title. If a note is necessary, repeat
the word or phrase in your introductory
paragraph and include the note or citation
there.

7. See Section 5.1.5 for instructions on for-
matting an epigraph that follows a chapter
title.

4.8 HEADINGS

Dissertations and theses are organized by the use
of chapters or sections and then supported, as
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necessary, by the use of headings-and subhead-
ings in the text. Traditionaltly, the first paragraph
in a chapter should intreduce the subject or focus
for that chapter. If the chapter needs further
division, first-level headings should be used to
provide a structure to support the chapter focus.
Similarly, the first paragraph under a heading
should introduce the subject or focus for that
heading. If that heading then needs further divi-
sion, sub-headings (or 2-level headings) should
be used, and so on (see Sec. 4.8.1 regarding
heading levels).

Text division should comply with the following
three rules’:

Rule 1: Every division of text should yield
at least two subdivisions and they
should be parallel grammatically
and logically.

There should be text between a
chapter title and the chapter’s first
heading as well as between any
heading and its first subheading.
If not, you may be over-organizing
your thesis.

Rule 2:

Rule 3: As with section titles, headings
must never include notes or refer-
ences. If a note is necessary, repeat
the word or phrase in your introduc-
tory paragraph and include the note

or citation there.

4.8.1 Heading Levels

This section provides instructions for formatting
up to five levels of headings. However, theses
do not typically require five levels. Most usually
do not exceed three levels, and some do not use
headings at all (that is, text is not divided be-
yond the chapter level). You should use only the
number of heading levels necessary to produce
a clear, organized thesis. If you are using four or
five heading levels, be sure to verify with your
Thesis Chair that such a structure is necessary
and consult the Thesis Reviewer prior to your
defense.

' Carol Slade, Form and Style Research Papers, Reporis, Theses, 12" ed. (Boston: Houghton Mifflin Com-

pany, 2003): 20-25.
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Title pages start an Pagination, see Sec. 4.3.2 i

additional 1/2 inch v I
from the top margin

{or 1-1/2 inches from Title font size is increased
the top of the page). ACKNOWLEDGMENTS zﬁf fﬁﬁ?‘:f;dbg'ydigfgiiﬁdéf

additional space.

First I would to thank Dr. Hillary Quina for allowing me to conduct research in her
Iab, and for the detailed direction he gave while was working on my thesis. Sécondly, 1
would like to thank Dr. Naomi Shreud for the molecular biology techniques I now pos-

sess, and for helping me with technical support beyond what was expected. I would also

like to mk Mary Newgen and Darren Pool for providing access to the computer pro-

Remember:
Software
< templates
available-see
Section
2.3.2!

1

The Chpt # and Chpt Title
CHAPTER 1 font size is increased by 2
pts; both lines are followed
by 12 points of additional

INTRODPUCTION space. Example of a 2-line

title is shown below as p.87.

The doctoral dissertation, master’s thesis, or master’s project is the culminating
academic experience leading to an advanced degree, It provides a demonstration of your

ability to explore, develop, and organize materials relating o a specific problem within

Normal line spacing between muitiple lines;
inverted pyramid format preferred. Additional
. N N ded
12 points follows last line only. This example 27
is showing Seclion Style text formatting. roved
SUMMARY, DISCUSSION, CONCLUSIONS, to
.
AND RECOMMENDATIONS
The doctoral dissertation, master’s thesis, or master’s project is the cnlminating

academic experience leading to an advanced degree. It provides a demonstration of your

ability to explore, develop, and organize materials relating to a specific problem within

afield o

investig ' 93

scholar?

disserta REFERENCES
Reference list Bartusch, N. & Jones, D. (n.d.). System dynamics presentation, ET 650. Available
entries are single- » from Dr. Farhad Saba, Department of Educational Technology, Sar Diego State
spaced. : University, San Diego CA, 92182,

Duffy, T. & Cunningham, . (1996). Constructivism: Implications for the design
and delivery of instruction. In D. Jonassen (Ed.), Handbook of research jor

educational communications and technology, (pp. 170-198). New York: Simon
Normal text spacing | & Schuster Macmillan. '

between entries.

Saba, F. (n.d.) Linking distance education theory to learning theory: A systems
I dynamijc approach to a research agepga on learning outcomes. Retrieved

Figure 4.2. Example of: (1) chapter and section title pages, and (2) reference list page.



