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Dear Member of the UCSD Graduate Student Community:

Al of us at the Office of Graduate Studies are delighted that you are approaching the
completion of your graduate work. The doctoral dissertation or master’s thesis that you
are working on will preserve for posterity your creativity and your contributions to
original scholarship. As such, it is a document that should be carefully prepared to make
it as accessible as possible to future scholars and researchers who seek to consult it. As
well as being a volume of which you can be proud, your dissertation or thesis will be
preserved in digital form and made available to scholars worldwide, including by on-line
access, microfilm and inter-library loan programs.

For all of these reasons, the University has adopted uniform requirements that enhance
legibility to guide the preparation, submission and dissemination of doctoral dissertations
and master’s theses at UCSD. This manual outlines these requirements and I urge you to
familiarize yourself with them thoroughly before starting to prepare your dissertation or
thesis in final form. I will save you time in the long run, because your dissertation or
thesis cannot be accepted by my office unless and until you follow the guidelines detailed
herein.

It is our mission to make this process as painless for you as we can (we know that just
writing the document is hard enough!) by providing all the information that you will need
to comply with formatting requirements. If you find any part of these instructions
unclear or confusing, or if you have any other questions whatsoever, my staff stands
ready to assist. Please do not hesitate to contact our office at (858) 534-9012, where my
staff will be more than happy to address any questions or problems you may have.

We congratulate you on reaching this milestone of graduate study where the products of
your hard work and dedication will enter the permanent scholarly record. My staffand I
wish you great success in this important final stage of completing your degree.

With warm regards,

Kim E. Barrett
Dean of Graduate Studies
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I.
Academic Senate Policy and Student

Responsibility for Doctoral Dissertations and
Master’s Theses

Doctoral dissertations and master’s theses submitted to UCSD must meet the
requirements set by Graduate Council of the University of California, San Diego for the
degree candidate to be eligible for a graduate degree. A doctoral dissertation must be the
result of original research conducted in the candidate’s specialization and must be
approved in its entirety by the student’s doctoral committee. A master’s thesis must be a

-significant research work that must be approved in its entirety by the master’s committee.

Students and their committee members are responsible for everything contained in
the manuseript. The complete doctoral dissertation or master’s thesis must be submitted
to the members of the student’s supervising committee for their review and final
approval. This includes all preliminary pages or front matter (e.g., the preface,
dedication, acknowledgements), the main body of text (including any charts or other
inserted matter), and the back matter (e.g., the notes, bibliography, appendices). It is the
responsibility of all committee members to read the entire content of the doctoral
dissertation or master’s thesis before approving. Nothing can be added once the
commitiee has given final approval as indicated by their signatures on the signature page.
Only after the committee members have reviewed and approved the final copy of the
doctoral dissertation or master’s thesis in its entirety may it be submitted.

The submission of the doctoral dissertation or master’s thesis is the last step
leading to the award of the degree. The finished manuscript is a scholarly work that is
the product of extensive research and related preparation. The two final copies of the
doctoral dissertation or master’s thesis or the electronic copy of the dissertation or thesis,
preserved by the UCSD Libraries, becomes the official and permanent record, available
to other researchers and faculty.

For these reasons, the Graduate Council has established criteria for uniformity in
physical format which have been compiled in this manual. These are the minimal
requirements to which all doctoral dissertations and master’s theses must conform
in order to be accepted. To ensure that all of these requirements are met, and to become
thoroughly familiar with these instructions students should read this manual in full.
Questions may be directed to the Academic Affairs Advisers of the Office of Graduate
Studies (OGS) at (858) 534-9012. Preliminary and final meetings with OGS Academic
Affairs Advisers are mandatory. _

Students are expected to submit a draft of the doctoral dissertation or master’s
thesis to each member of the doctoral or thesis committee at least one month before the
scheduled defense. Students are strongly encouraged to schedule their preliminary
appointment with the OGS Academic Affairs Advisers during this time. The student’s
defense is conducted by the committee members. After the committee members’
approval, the doctoral dissertation or master’s thesis must be prepared in finished form -



for reproduction as outlined in this manual. Following a successful examination, students
submit the approved doctoral dissertation or master’s thesis to OGS for certification.
Then the work is submitted to the University Archivist in the Mandeville Special
Collections Library in Geisel Library, who accepts it on behalf of the Graduate Council.
Acceptance of the doctoral dissertation or master’s thesis by the University Archivist,
whether in paper or clectronic format, and filing the Final Report with OGS are the final
steps in the completion of all requirements by the student.



I1.
Specifications of the Doctoral Dissertation and
Master’s Thesis

The specifications in the following pages were adopted in consultation with
Geisel Library and based on the publication standards of ProQuest. These standards
assure uniformity in doctoral dissertations and master’s theses to be archived in the
Mandeville Special Collections Library in Geisel Library, as well as to ensure the widest
possible dissemination of student-authored knowledge.

Legibility and Appearance

The original doctoral dissertation or master’s thesis must be produced using a
typeface or font that is highly legible, dark enough to reproduce clearly, and large enough
to be readily readable on microfilm. The doctoral dissertation or master’s thesis must be
free of streaks, smudges, or any extrancous marks. White-out and correction tape are not
acceptable. Interlineations and hand corrections are not acceptable.

Paper

_ If filing the doctoral dissertation or master’s thesis on paper it must be on material

that will not decompose on the shelf and must be prepared such that it can be readily
reproduced and will microfilm well. Students must provide to OGS two copies of the
complete doctoral dissertation or master’s thesis on white, letter-sized paper (8.5” x 117},
100% cotton, 20- or 24-pound bond. See Chapter V for information on handling oversize
materials such as maps and music scores.

Students will need additional copies of the title page and abstract to be delivered
to OGS. Ph.D./D.M.A./Ed.D. students filing a paper copy need three copies of the title
page and four copies of the absiract. Ph.D./D.M.A/Ed.D. students filing electronically
do not need any copies of the title page, but will need three copies of the abstract (For
more information on filing electronically refer to Chapter VI). Joint Ph.D./Ed.D. students
filing a paper copy need four copies of the title page and four copies of the abstract. Joint
Ph.D./Ed.D. students filing electronically need one copy of the title page and four copies
of the abstract. M.A/M.S./M.F.A. students filing a paper copy need two copies of the
title page and three copies of the abstract. M.A./M.S students filing electronically do not
need any copies of the title page, but will need three copies of the abstract. These copies
do not need to be on 100% cotton bond paper.

Minimum Margins

Large margins are necessary because of the binding process for paper copies.
Students may set larger margins but must be sure that the final text lies well within these
guidelines.

. TOP LINE OF TYPE = 1” from top of paper

. BOTTOM LINE OF TYPE = 1.25” from bottom of paper




. LEFT = 1.5” (this margin is wider for binding requirements and

microfilming)

. RIGHT =1~

Except for page numbers, nothing must intrude into the margins. Remember,
these are minimum requirements. It is recommended that students increase these slightly
when formatting the word processing program, e.g. 1.6” left, 1.1” right. This allows for
print magnification at time of photocopying as well as any printer feed problems.

These minimum specifications also apply to all figures, charts, graphs,
illustrations and appendices. When oversize materials are used, the same margin
measurements must be maintained. For facing caption pages, reverse the right and left
margins, leaving 1.5” on the right and 1” on the left.

Font and Font Sizes

A font size of at least 10 must be used for the text; students may choose one of the
following fonts sizes: 10pt, 11pt or 12pt. Standard fonts are Arial, Century Gothic,
Helvetica, or Times New Roman. A font size of at least 10 must be used for footnotes
and captions.

Italics may be used in the text and the preliminary pages for emphasis, usually a
single word or phrase. If students are formatting their doctoral dissertation or master’s
thesis in the Modern Language Association (MLA) format, headers in italics are allowed.

Colored text is not permitted. All text, including web-site links, must be in black.

Page Numbers
The first page number of every chapter is centered at the bottom of the page, 0.5”

from the bottom edge. Subsequent pages are numbered at the upper-right comer, 0.5”
from the top and lined up with the right margin. Facing caption pages are numbered at
the upper-left corner, 0.5” from the top and lined up with the left margin.
. BOTTOM/CENTER PAGE NUMBERS = 0.5” from bottom of
paper
. TOP/RIGHT PAGE NUMBERS = 0.5” from top and lined up with
the 17 right margin (if the right margin has been increased to 1.1”
set the page numbers at 1.1” as well)

Pagination

Except where noted below, each page of the entire doctoral dissertation or master’s
thesis must be numbered consecutively; pages should be numbered according to the
following standards:

. Neither the title page nor the blank or copyright page is to be
numbered; however, the two pages are counted when numbering
the preliminary pages that follow.

. The signature page is always numbered as page “iii”.

. The preliminary pages following the title and blank or copyright
pages must be numbered consecutively beginning with lower case
roman numeral “iit” on the signature page. All preliminary pages



are to be numbered using lower case roman numerals (following
the title and blank or copyright pages, begin with iii, iv, v, vi, etc.).
This includes the signature page, dedication, epigraph, table of
contents, list of abbreviations, list of symbols, list of illustrations,
list of figures, list of schemes, list of tables, list of photographs,
prefaces, acknowledgements, vita (required for doctoral
dissertations), and the abstract. The page numbers must be placed
at the bottom of the page and centered 0.5” from the bottom.

. The main body of the text and any back matter must be numbered
consecutively with Arabic numerals beginning with “1” (1, 2, 3,
etc.), including text, illustrative materials, notes, appendices and
bibliography. The first page of each main section (chapters,
appendix, and references at end of entire work) is numbered at the
bottom of the page and centered; all other pages are numbered in
the top right corner.

Correct pagination (no missing pages, blank pages, or duplicate numbers or pages) is
required for the doctoral dissertation or master’s thesis to be acceptable.

One-sided Printing Required

The doctoral dissertation or master’s thesis must be printed on only one side of
the page; two-sided printing is not allowed. The draft for the preliminary
appointment must be one-sided as well. Nothing should be on the back of the pages.

Double Spacing of Text Required

All textual materials in the main body of text should be double-spaced. The first
line of each paragraph must be indented one 0.5” tab. Long quotations, footnotes, text
that appears within figures or tables or maps, bibliographies and captions may be single-
spaced. Survey instruments and other materials used by students to conduct research that
are reproduced in an appendix may be single-spaced. The vita may also be single-spaced.

Doctoral Dissertation and Master’s Thesis Written in a Foreien

Language '
The doctoral dissertation or master’s thesis must be written in English, with the

exception that students specializing in German, French, or Spanish literature may write
the doctoral dissertation or master’s thesis in the respective language.

Students in other disciplines must seek permission to write their doctoral
dissertation or master’s thesis in a language other than English. To do so, immediately
after advancement to candidacy, students must submit to the Dean of Graduate Studies a
letter approved by the committee chair, all committee members, and their graduate
program chair. All committee members must have a reading knowledge of the language
presented in the doctoral dissertation or master’s thesis.

There must be legitimate reasons for substituting English with a foreign language
such as subject matter, special primary audience, publication arrangements, academic
position in a foreign country, historical or literary value, or principal language(s) used in.




the documents to be analyzed and interpreted. Inability to write in English is not a valid
reason.

Abstracts for Foreign Language Doctoral Dissertations and Master’s

Theses

If the doctoral dissertation or master’s thesis is approved to be written in a foreign
language, students must submit two abstracts. One must be approximately 1000 words
and in English. The other (350 word limit for a doctoral dissertation and 250 words for a
master’s thesis) must be written in the language of the doctoral dissertation or master’s
thesis.

Freestanding Chapters

In some circumstances, the nature of the doctoral dissertation or master’s thesis
may naturally lead to its division into chapters that can be self-contained or freestanding
and that may constitute material essentially ready for submission for publication. Such a
division is an acceptable alternative to the customary format but is subject to the
following restrictions:

. The doctoral dissertation or master’s thesis will contain a general
abstract and may contain a general introduction to the subject of
research.

U Each chapter may have an abstract, introduction, and subsequent
subsections in the style usually followed in the particular
discipline. _

. All chapters must utilize the same editorial style for footnotes,
references, and identifications of figures, equations, and other
material, as well as for the location of footnotes, references and
figures.

. The figures, tables and appendices must carry chapter
identification or be consecutively numbered.




111.
Organization of Doctoral Dissertations and
- Master’s Theses

" Preliminary Pages

Except for the title page and blank or copyright page, all preliminary pages are
numbered with lower case roman numerals at the center bottom of the page. Pages are
numbered in sequence, and page numbers are centered and placed 0.5 from the bottom
of the edge of the page. Sample preliminary pages appear in this manual. Students must
follow the general layout used in the sample preliminary pages, but substitute their own
name, title, committee members, etc.

Title Page
» The name of the institution conferring the degree — UNIVERSITY

.OF CALIFORNIA, SAN DIEGO — should appear at the top of the
title page.
. The title should be specific, unambiguous, and descriptive of the
research, with easily identifiable key words that will ensure
electronic retrieval.

. Scientific titles must use words, not symbols, formulas,
superscripts or Greek letters in the title.

. Doctoral students should refer to their document as a dissertation.
Master’s students should refer to their document as a thesis.

. “in” should be all lowercase and on a line alone.

. The degree title listed should be the degree title that UCSD will

~ actually confer; if unsure, contact your Graduate Coordinator.

. “by” should be all lowercase and on a line alone.

. Students should list their name as it appears on file with UCSD’s
Office of the Registrar and follow this format throughout the
doctoral dissertation or master’s thesis.

) All committee members must be listed, chair first, using the
generic title Professor. If professor is not appropriate for all
committee members, list all names without any titles. Alphabetize
all members listed after chair. Indent all committee members 0.5”
from “Committee in Charge”. (NOTE: This section is the only
section of the title page that is not centered.)

. Degree year: Students must use only the year of the quarter of
degree conferral.
. ~ The title page is not numbered, although it is counted as page “i” in

the sequential numbering of the preliminary pages. The title and
blank or copyright pages are the only manuscript pages without
page numbers.
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Copyright Notice (optional)

Students who are planning to register their copyright can include a separate page
for the statement of copyright. The use of a copyright notice is no longer required under
U.S. law, but is considered important and beneficial because it informs the public that the
work is protected by copyright, identifies the copyright owner, and shows the year of first
publication. Students should use the same form of their name as it appears on the title
page. All information on the copyright notice should be centered and at the bottom of the
page. For more information on copyrights see Chapter IV or visit www.copyright.gov.

Students who do not wish to include a copyright notice within their doctoral
dissertation or master’s thesis must include a second page, regardless. In this instance,
the second page will be blank. This page does not have a page number.
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Signature Page

Students must submit one signature page with original committee members’
signatures in permanent black or blue ink. Black ink is preferred for greater permanence.
(No other color ink is acceptable.) The signatures must correspond to the names of
committee members listed on the title page. The committee chair signs on the bottom
line.

This page is always numbered page iii. Page numbers from here forward in the
preliminary pages of the document will vary for individual students, depending on which
of the optional pages described below students choose to include. The numbers must be
internally consistent for the document.

There is no header on the signature page. The text above the signatures is either
left justified or justified. The text below the signatures is centered. All information
should be centered on the page vertically.
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Optional Preliminary Pages

All preliminary pages must have consistent headers (text, size, capitalization,
placement, etc.). Note, the header on the title page and the abstract must match each
other and may only be in the format used on the sample pages.

Dedication

This section may be used to dedicate the doctoral dissertation or master’s thesis to
someone or to acknowledge particular persons. Within the usual margin restrictions, any
format is acceptable for this page.

Epigraph
An epigraph is a quotation that is pertinent but not integral to the text. Within the
usual margin restrictions, any format is acceptable for this page.
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Table of Contents ,

All doctoral dissertations or master’s theses are required to use a table of contents.
If plates or illustrations such as figures, tables, graphs, slides, maps, diagrams, charts,
photos, etc., are scattered throughout the doctoral dissertation or master’s thesis, make a
separate “List of Figures”, “List of [llustrations”, “List of Tables”, etc. to follow the table
of contents. Include page numbers. Use proper capitalization and include header and
sectional titles exactly as they appear within the doctoral dissertation or master’s thesis.-
(for example, if “Chapter” is used in the text, it must appear in the Table of Contents.)

For Music students filing audio recordings, the last entry on the Table of Contents
will be:

Recordings on file at Mandeville Special Collections Library (you may choose to
list the names of the recording(s) rather than just using the word “Recordings” if you
prefer)

For Master of Fine Arts students in Theatre filing visual recordings, the last entry
on the Table of Contents will be: '
The exact title of my thesis on file at Mandeville Special Collections Library

For Master of Fine Arts students in Visual Arts filing a catalogue, the last entry
on the Table of Contents will be:
The exact title of my thesis on file at Mandeville Special Collections Library
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Acknowledgements

The acknowledgements, along with any other preliminary sections or parts of the
doctoral dissertation or master’s thesis, must be reviewed and approved by the committee
members.

See the section on “Using Published Material” if any portion of the doctoral
dissertation or master’s thesis was co-authored, published, has been submitted for
publication, or is being prepared for publication. A paragraph acknowledging all co-
authors and publishers is required in the acknowledgements page and as the last
paragraph of text at the end of each respective chapter.

The Acknowledgements page is not required if students are not including any
portion of text that has been co-authored, published, or is being prepared for publication.
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Vita, Publications, and Fields of Study
A biographical notice, or vita, is required only of doctoral students. Master’s
students may include a vita. The following information can be included:
° NOTE: OGS does not recommend including a date of birth.
. Colleges attended and degrees carned. (NOTE: when using the
full degree title use “Master” not “Masters”™,)

. Professional appointments are optional and may include military
assignments.,

. Publications are optional and may include the title of an
unpublished master’s thesis.

. Fields of study and names of faculty who supervised research,

Group fields into related teaching or research headings where
possible.. (Optional)
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Abstract

It is important to write an abstract which gives a clear umpression of the content
and major divisions of the doctoral dissertation or master’s thesis. Use whole sentences,
not elliptic phrases. Abstracts of doctoral dissertations must not exceed 350 words,
master’s theses abstracts must not exceed 250 words. The abstract must include the title
of the doctoral dissertation or master’s thesis and the student’s name in full. The top
margin should be 2.5”.

A font size of at least 10 must be used for the text. Standard fonts are Arial,
Century Gothic, Helvetica, or Times New Roman, A font size of at least 10 must be used
for footnotes and captions.

The text must be double spaced. Italics may be used in the text and the
preliminary pages for emphasis, usually a single word or phrase, and may not be used for
headings or sub-headings unless the doctoral dissertation or master’s thesis is formatted
using the MLA style. Block style for paragraphs is not allowed. All paragraphs must be
indented by one 0.5 tab.

Formatting of text in the abstract must be consistent with the formatting of text
within the entire doctoral dissertation or master’s thesis.
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The Main Body of the Manuscript (Text)

For general information, consult a standard style guide; The University of
Chicago Manual of Style is recommended as an authoritative source. Students who have
discipline-specific questions should consult style sheets from journals in the field of
inquiry, as well as their committee members.

Except where specified otherwise in these requirements, the organization,
presentation, and documentation of doctoral dissertations or master’s theses should meet
the standards for publishing journal articles or monographs in the field of inquiry.

If not submitting in electronic format, the paper used must be 100% cotton, 20- or
24- pound bond. The minimum margins are 1.0” on top, 1.25” on bottom, 1.5” on the
left, and 1.0” on the right. '

The first page of the main body of text must be numbered as an Arabic “1.” Each
first page of a main section (chapter, appendix, references) must be numbered on the
bottom center of the page. (for reference sections that are at the end of each chapter, the
page number remains in the top right corner) The subsequent pages of each section
should be numbered in the top right corner.

A font size of at Ieast 10 must be used for the texf. Standard fonts are Arial,
Century Gothic, Helvetica, or Times New Roman. A font size of at least 10 must be used
for footnotes and captions. .

The text must be double spaced. Ifalics may be used in the text and the
preliminary pages for emphasis, usually a single word or phrase, and may not be used for
headings or sub-headings, unless using MLA style. Block style for paragraphs is not
allowed. All paragraphs must be indented by one 0.5” tab. )

Please be advised that OGS does not support or approve any templates other than
this manual. Please use it as your only source of reference for formatting.
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Captions and Caption Pages

Each figure or table must be numbered and have a caption. Captions are to be
placed above tables and graphs and below figures, schemes, and illustrations. Captions
may be single or double-spaced; choose one format or the other and be consistent
throughout the doctoral dissertation or master’s thesis and throughout captions for all
figures, tables, etc. If any captions are more than four lines, then all captions must be
single-spaced. Use consistent spacing. , .

A facing caption page may be necessary with full-page figures. Such a caption
page must be the mirror image of a normal page: the wider margin is on the right, and the
number is in the upper-left corner. In this instance, the caption is always on a page by
itself, not on the back of a preceding page. The caption will be on the page preceding the
figure/table/etc. (i.e.: caption is on page 30 and figure/table/etc. is on page 31). Consult
OGS regarding a facing caption page which extends onto another page.

For figures/tables/etc. that extend beyond one page, the caption must state
continued (i.e.: Figure 1: Cell Development, Continued). For tables, the table headers
must be on all continuing pages.

All captions, with the appropriate page numbers, are listed in the list of figures,
list of tables, etc.; lengthy captions must be abbreviated to the first phrase or to fewer
than four lines on the lists, however, they may be longer in the actual caption in the text.
With the exception of facing caption pages and tables that are more than one page long,
the table, figure, etc., and the corresponding caption must be on one page. Each figure,
table, etc. must carry chapter identification or be consecutively numbered.

Note: Exact reprints from a journal article do not need to be reformatted.

Abbreviations

A list of uncommon or discipline specific abbreviations should be included in the
preliminary pages.

Symbols

A list of uncommon or discipline specific symbols should be included in the
preliminary pages. '

Hlustrations

A list of illustrations should be included in the preliminary pages. Illustrations
within the main body of the manuscript and/or appendix(es) must be accompanied by a
caption. Captions for illustrations are placed below the illustration.

Figures

A list of figures should be included in the preliminary pages. Figures within the
main body of the manuscript and/or appendix({es) must be accompanied by a caption.
Captions for figures are placed below the figure.
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Schemes

A list of schemes should be included in the preliminary pages. Schemes within
the main body of the manuscript and/or appendix(es) must be accompanied by a caption.
Captions for schemes are placed below the scheme.

Tables

A list of tables should be included in the preliminary pages. Tables within the
main body of the manuscript and/or appendix(es) must be accompanied by a caption.
Captions for tables are placed above the table.

Graphs

A list of graphs should be included in the preliminary pages. Graphs within the
main body of the manuscript and/or appendix(appendices) must be accompanied by a
caption. Captions for graphs are placed above the graph.
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Quoted Material

~ If a quotation exceeds six lines, it should be single-spaced and set off from the
text with an indentation of an additional 0.5 on both the right and left, measured from
the right and left margins. No quotation marks are to be used in this case. Treat
inferview responses in the same manner.

Reference Matter
Reference matter follows at the end of every chapter or only at the end of the
entire text of the doctoral dissertation or master’s thesis. This may include: '
o Appendices

. Addenda (such as questionnaires or computer data)
. Chronology

. Endnotes

. Glossary

. Bibliography/ References/Works Cited
This order should be followed in formatting either an entire doctoral dissertation or
- master’s thesis, or individual free-standing chapters.

Appendices

 Appendices typically contain supporting material such as data sheets,
questionnaire samples, illustrations, maps, charts, etc. Appendices may be single-spaced.
Students may need to photocopy some items at less than 100% in order to fit them within
the margins. '

Notes

Footnotes, endnotes, citations, and bibliographic references will vary by
discipline. Footnotes may be embedded in the text, placed at the bottom of each page, or
collected at the ends of chapters or at the end of the entire work, preceding the
bibliography. Students should consult the committee for the format they (or the
discipline) prefer(s) and use it consistently throughout the doctoral dissertation or
master’s thesis.

Bibliography/References/Works Cited

A bibliography lists works that students consulted or to which the reader may be
referred, while works cited or reference list cites works in the doctoral dissertation or
master’s thesis. The format of the references and/or bibliography should follow that of
the student’s discipline and should be consistent throughout the doctoral dissertation or
master’s thesis. Do not depersonalize non-primary authors by referring to them in the
bibliography as et al. Some disciplines put bibliographic notes at the end of each chapter;
.others collect extensive bibliographies at the end of the work. Bibliographies, references,
and works cited are to be single-spaced with a double space between entries, and should
be the last entry in each chapter or in the dissertation/thesis. '




IV.
Copyright and Publication

Publishing the Doctoral Dissertation or Master’s Thesis

It is required that the doctoral dissertation or master’s thesis be made accessible to
the public. This requirement is met by submitting two copies to the Mandeville Special
Collections Library in Geisel Library, one of which is put on the shelves for public use,
or by clectronic submission (OGS will submit electronic copies on behalf of the student
to the Mandeville Special Collections Library in Geisel Library). Doctoral dissertations
and master’s theses are also required to be submitted to ProQuest and are made available
to interested persons through ProQuest (OGS will submit electronic copies on behalf of
the student to ProQuest). Graduate Council policy requires that all doctoral dissertations
and master’s theses be submitted in full to ProQuest.

Copyright

United States copyright law is quite complex and this section provides a brief
overview; for more detailed information consult other sources, including the ProQuest
website:  http://www.umi.com/hp/Support/DExplorer/copyrght/ or the Library of
Congress’ Copyright Office website at www.copyright.gov. Copyright protection exists
from the moment the doctoral dissertation or master’s thesis is created. Whether or not
notice of copyright is affixed to the doctoral dissertation or master’s thesis, students
retain the right to publish all or any part of it by any means at anytime, except for
reproduction from a negative microfilm as described in the agreement form with
ProQuest.

The copyright notice consists of the following three elements: the symbol, or the
word “Copyright”; the year of first publication of the work; and the name of the
copyright owner of the work. The notice shall be affixed to the copies in such manner
and location as to give reasonable notice of the claim of copyright (17 U.S.C. §401).

In order to affix the notice of copyright correctly on the doctoral dissertation or
master’s thesis, place the following notice on the page immediately following the title
page at the center of the page just above the bottom margin:

Copyright {or ©)
Your Full Legal Name, Calendar Year
All rights reserved

By adding the copyright notice, students have notified the reader that the doctoral
dissertation or master’s thesis is copyrighted.

Once students have affixed the notice of copyright on the doctoral dissertation,
students have several options:
Have the copyright registered and the doctoral dissertation deposited in the Library of
Congress by ProQuest for a fee. To do so, sign the ProQuest copyright registration form
at http://www il proquest.com/dissertationagree/dissertation publishing agreement.pdf

. and attach a U.S. Postal Money Order for the fee amount; or, |

39
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. Register the copyright and deposit the doctoral dissertation in the
Library of Congress by paying the registration fee and sending two
copies of the doctoral dissertation to the Library of Congress; or,

. Do nothing more than affixing the copyright notice on the doctoral
dissertation or master’s thesis. This guarantees all legal rights;
however, registration of the claim may enhance students’ position
m a copyright dispute.

Copvright Permission

It is the student’s responsibility to obtain the proper documentation necessary for
copyright permissions. The shelving of the doctoral dissertation or master’s thesis in
Geisel Library and submission to ProQuest constitutes a form of publication. Students
must obtain permission to include (or quote) copyrighted material such as that in most
journal articles or books unless students are the owner of the copyright or unless the
material meets the “fair use” described in the next paragraph. The agreement form that
students sign with ProQuest specifically absolves ProQuest of any such responsibility.

Use of copyrighted work in the doctoral dissertation or master’s thesis without
securing permission and without paying royalties is permissible when the circumstances
amount to what the law calls “fair use,” that is, when the following factors are weighed:
the purpose and character of the use, including whether such use is of a commercial
nature or is for non-profit educational purposes; the nature of the copyrighted work; the
amount and substantiality of the portion used in relation to the copyrighted work as a
whole; and the effect of the use upon the potential market for or value of the copyrighted
work (17 U.S.C. §107). Instances of quotations that exceed fair use require permission
of the copyright owner. Students must contact the copyright owner, describe the use
students are making of the material, and request permission to use it in the doctoral
dissertation or master’s thesis.

A statement listing such materials should be included in the acknowledgements of
the doctoral dissertation or master’s thesis and at the end of each applicable chapter. The
statement shall (1) inform the reader that permission has been granted, and (2) state the
source of the permission.




V.
Special Handling for Oversize, Illustrative, Special
Materials and Using Published Material

When considering the use of oversize, illustrative, and special materials, students
should first seek guidance from their committee members or graduate programs.
Oversize, illustrative, and special materials described in the following paragraphs must
meet UCSD margin and pagination requirements. When using oversized materials, there
are two options: shrink the object to fit within the minimum margins, or submit as an
oversized material following the requirements below.

At this time, students intending to submit oversize, illustrative, and/or special
materials must submit the entire doctoral dissertation or master’s thesis in paper format.

Handling Oversize Materials

Oversized material should be produced on 100% cotton bond paper. Since
oversize paper is not readily available in 100% cotton bond, students preparing oversize
pages for maps, charts, appendices, music compositions, etc. should choose alternative
acid free paper. Students should ask committee members’ advice on choosing the paper
best suited for the type of reproduction method to be used.

Material that has been reduced on photocopying machines or on a high quality
scanner to fit within required margins for an 8.5” x 11” page must be legible. In addition,
at the OGS preliminary meeting consult with the OGS Academic Affairs Advisers
regarding the inclusion of oversize material.

Color in Maps and Illustrations

Both black-and-white and color illustrations are acceptable.  ProQuest
recommends that color not be used as the key to a graph or map. Further, labels or
symbols rather than colors should identify lines on a graph. Shaded areas - such as
countries on a map - will have better contrast if fill patterns are used instead of color.
Doctoral students should take into account that dissertations will be microfilmed in black-
and-white by ProQuest. If, however the doctoral dissertation or master’s thesis is
submitted electronically with color illustrations, it will also be available in its original
format as a PDF.

If students choose to use color reproductions, cotton bond or acid free paper, it
should be used with proper pagination and in accordance with the other formatting
requirements. If students are planning to submit two copies containing color images,
they are encouraged to photocopy the color images to see how they look when
reproduced in black-and-white.

IHlustrations

INustrations may be located throughout the doctoral dissertation or master’s thesis
in the text or as an appendix, located prior to references and/or bibliography. If
necessary, wide tables, charts, and figures can be placed sideways, with the upper portion
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of the illustrations towards the left binding edge. Figures may be embedded in the text or
be on a separate page. Figures and tables may be located either throughout the doctoral
dissertation or master’s thesis or in an appendix. A List of Illustrations, with a brief
descriptive title, must be included in the preliminary pages. If illustrations are oversized,
see the previous section, “Handling Oversized Material.”

Special Handling for Photographs or Slides

Photographs may be included in the body of the doctoral dissertation or master’s
thesis but must fit within the specified margins. Pagination must be observed. Black-
and- white or color photocopying is accepted. Otherwise, single-weight matte-finish,
acid free fiber-based photographic paper is required. Photographs may not be mounted
on cotton paper. Glossy photographs are not acceptable.

Slides must be submitted in clear, polypropylene storage pages. Slides must be
numbered and labeled (typed) with the name of the student. A List of Slides page must
be included on the table of contents page. The list of slides should contain the slide
number, title of slide, date and other descriptive information. The statement “Slides on
File at Mandeville Special Collections Library” should be the last entry on the Table of
Contents. NOTE: M.F.A. students who are submitting a collection of photographs or
slides as their thesis will not have a List of Photographs or a List of Slides in their Table
of Contents. '

Using Reproductions of IHustrations and Other Special Materials

Reproductions of illustrations and other special materials must be legible and
conform to margin and page numbering requirements. When previously published
material, whether it is an article or an illustration, including material authored or co-
authored by the student, is included in the doctoral dissertation or master’s thesis, it is
essential that students secure permission to reproduce copyrighted material when it
exceeds the fair use standard. Permission must also be secured to reproduce copyrighted
material that is unpublished and of which the student is not the sole author. Even though
a doctoral dissertation or master’s thesis is primarily nonprofit and educational, there is
generally no fair use if an entire work (e.g., illustration, photograph, map, musical score)
is reproduced.

In some instances, the number of items and copyright owners makes securing
reprint permissions unfeasible. In these cases, OGS recommends one of two solutions:

. The student creates a page with the complete caption title and

information for each example of previously copyrighted material -
as if the material was reproduced on the page - but omits the
copyrighted material. The information provided should be specific
enough (e.g., bibliographic reference, complete Web site URL)
that the reader could locate the copyrighted material. This page
must conform to all other requirements in this manual (e.g.,
margins, pagination), and could be included in a List of Figures (or
other relevant list) in the preliminary pages.

. In lieu of incorporating reproductions of copyrighted items into the

- doctoral dissertation or master’s thesis, the student provides a list
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of these items as a special section in the references or as an
appendix. The information provided should be specific enough
that the reader could locate the copyrighted material.

The student should secure the agreement of the committee members before
employing either of the above solutions. Depending on the role of the previously
copyrighted material in the doctoral dissertation or master’s thesis, the committee
members may tequire that the student obtain reprint permission and incorporate the
material into the doctoral dissertation or master’s thesis. See the sample permission
letters.

Audio and Video Material _

Acceptable audio formats are AIF (.aif), or WAV (.wav) files in 44.1K/16bit
mono or interleaved stereo on CD-R (MAC & PC compatibility) or DVD (ISO 9660).

For Music Department students (MA/Ph.D/DMAY): Submit 96K/24B3 BWF
{broadcast wave format) .wav mono (L/R or Surround) files for each piece and
44.1K/16B WAV .wav interleaved stereo files that match the 96K files on CD-R (MAC
& PC compatibility) or DVD (ISO 9660). If available, submit the performance program
in .pdf format. For guidance on file naming conventions, contact the Music Department.

Students who file electronically are required to submit two copies of their audio
files on disk to the Mandeville Special Collections Library even if they upload audio files
on the submission site.

VHS tape is the preferred format for video submission. The University Archivist
will also accept Apple Quick Time (.mov), Microsoft Audio Video Interleaved (.avi), or
MPEG (.mpg) on CD-R (MAC & PC compatibility) or DVD (ISO 9660).

Tapes, CD-Rs or DVDs must be labeled (typed)} with the name of the student,
title(s) of the work(s) and corresponding filenames for electronic files and should be the
last entry on the Table of Contents.

Special Requirements for Creative Works

Each student preparing a creative project, such as a musical composition, film, or
videotape, as part of the requirements for a doctoral dissertation or master’s thesis should
consult with the graduate coordinators in the Departments of Music, Theatre or Visual
Arts to obtain specific instructions. The audio or visual materials and written documents
of the doctoral dissertation or master’s thesis must meet graduate program requirements
as well as the format instructions of this manuval. Doctoral dissertations or master’s
theses that include creative works must be submitted entirely in paper format.

All creative doctoral dissertations or master’s theses must contain the following
preliminary pages:

s title page

. copyright or blank page

. signature page
. table of contents
. absiract

Other preliminary pages may be included at the student or committee members’
discretion. Use the samples as a guide to how these pages should look in finished form.
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The table of contents must indicate exactly what the submitted project includes:
e.g., catalog, slides, and/or video. If applicable, each main section/chapter must be listed
in the Table of Contents below the preliminary pages listings. If the dissertation/thesis
doesn’t have separate sections simply include the statement “My dissertation/thesis title
on file at Mandeville Special Collections Library”. Also when applicable, the statement
“Slides (or Tapes or Catalog) on file at Mandeville Special Collections Library” should
be the last entry on the Table of Contents.

All project materials must be submitted in two separate but identical sets and be
appropriately labeled.

Using Published Material
The following summary is provided for quick reference purposes only; if students
are using material which has been submitted for publication or has been published,
students must read the full text that follows.
Advance permission must be obtained from the Dean of Graduate Studies for any
chapter or portion of a chapter in the doctoral dissertation or master’s thesis to which one
or more of the following applies:

. Students have co-authors (regardless of whether or not students
are submitting it for publication);

. The chapter or portion thereof is being prepared for publication;

. The chapter or portion thercof has been submitted for
publication;

. The chapter or portion thereof has been published.

If approved by the committee members, reports of research undertaken durmg graduate
study at UJCSD that have been published or submitted for publication in appropriate
media may be accepted in their printed form in full or in part as the doctoral dissertation
or master’s thesis. The student and the committee chair must request permission from the
Dean of Graduate Studies to use reprints, previously published material, material
submitted for publication, or material being prepared for publication. Requests must be
written and include an explanation of what articles are to be used, the date of publication,
and other relevant bibliographic information, see sample provided. This request must be
made PRIOR to preparing the doctoral dissertation or master’s thesis draft. There are
two sample letters included in this section, choose the sample paragraphs from the sample
letters that apply to the publication status of your dissertation/thesis and have your letters
drafted accordingly.

If this material has co-authors other than the committee chair, the student must
submit letters from all co-authors to the Dean of Graduate Studies, giving their approval
for the co-authored material to be used. This must be done even if copyright has been
retained. Students need to determine if the publisher’s permission is also required.
Students collect their signed permission letters and cover letter from their committee
chair in a paper format and submit to OGS prior to or at their preliminary appointment.

Reprints of published articles must adhere to the prescribed margin and
formatting specifications. A reprint is using an exact reprint or replication of an article as
it appears in a journal. This may necessitate reduction of the material. When using
reprints in full, page numbers of the reprint are to be removed and replaced with numbers



