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Introduction

This document is intended as a general guide fimelstudents preparing theses, dissertations,
Doctor of Arts (DA) papers, and professional prigamless otherwise specified. The primary purpose
of this guide is to ensure consistency in format style of such documents. For brevity, the lagguaf
this guide refers to theses/dissertations, andestsdshould apply the guidelines to DA papers and
professional projects unless these latter two peeically detailed.

Style Manual Requirement

Students writing a thesis/dissertation should sthdystyle manual approved by their
department. Manuals currently approved by collegesdepartments are available in the University
Bookstore, the Eli Oboler Library and in the depeamt offices.

A particular publication style manual does not rsseeily provide for all details of standard
thesis/dissertation form. In matters of format aimtling, students should be sure that the the-
sis/dissertation adheres to the Graduate Schooiresgents that are detailed in this document.

Style Manuals Approved by Colleges and Departments

1. Coghill, A. & Garson, L. (Eds). (2006T.he ACS style guide: Effective communication
o f scientific information. (3rd ed.). Washington, DC: American ChemicaliStyc

2. American Institute of Physics. (199@IP style manual: For guidance in writing, editing, &
preparing physics manuscripts for publication. (4th ed.). Washington, DC: Author.

3. American Mathematical Society. (199@ manual for authors of mathematical papers. (8th ed.).
Providence, RI: Author.

4. American Political Science Assaociation. (2008)yle manual for political science. Washington,
DC. Committee on Publications.

5. American Psychological Association. (2018ublication manual of the American Psychological
Association. (6th ed.). Washington, DC: Author.

6. University of Chicago Pre¢Ed).(2010). Chicago manual of style. (16th ed.). Chicago, IL:
Author.

7. Council of Science Editors. (2006kientific style & format: The CSE manual for
authors, editors, and publishers. (7th ed.). Washington, DC: Rockefeller Univergtess.

8. The Modern Language Association of America0O@0 The MLA handbook for writers of research
papers. (7th ed.) New York, NY: Author.

9. Turabian, K. L. (2007)A manual for writers of research papers, theses, and dissertations: Chicago
style for students and researchers. (7th ed.). Chicago, IL: University of ChicagceBs.

10. U.S. Government Printing Offic008). United States government printing office style manual.
(30th ed.). Washington, DC.



Style Manuals Approved by Colleges and Department&ontinued)

Some departments specify the approved departmgatast found in the guidelines for
publication of the following journals:

11. American Anthropologisir American Antiquity
12. Journal of Bacteriology

Table of Style Manuals Approved by Colleges and Deptments

Department or Degree Area Style Manual

Anthropology 911
Art -
Athletic Administration 5
Biology 7,9, 12
Business 9
Chemistry 1
Communication & Rhetorical Studies 5
Counseling 5
Dental Hygiene 5
Education 5
Engineering -
English 8
Geology 6
Health and Nutrition Sciences 5
History 6

Human Resource Training & Development 5
Mathematics 3
Nursing 5
Pharmacy Administration 59
Pharmaceutical Sciences 1,7
Physics 2
Political Science 4,5,8,9
Psychology 5
Sociology 5
Speech Pathology/Audiology 5
Theatre and Dance 8



Photocopy and Use Authorization

All theses/dissertations submitted to Idaho Statevéfsity are made available to the public at
the time they are shelved in the library. Publ@atights are reserved to the author subjectdo th
provisions of research contracts, federal graptikitions, or other agreements made by the authibr w
the university. However, in addition to makingghs/dissertations available for public use, thatip
occasionally receives requests for permission py eothesis/dissertation for scholarly purposeschS
permission to copy must be granted by the autRoequently, difficulties arise in locating the aoith of
theses/dissertations in order to secure permigsioopy. In the interest of making a student'sasde
available to appropriate parties, all theses/diagens now include a Photocopy and Use Authoirati
form in the preliminary pages. The form shouldcbepleted appropriately to indicate that permission
is granted to copy the thesis/dissertation for Ezhopurposes.

Abstracts
Thesis Abstract

The student should prepare an abstract describangdsential content of the thesis in 150
words or less, double-spaced. The student isnmedjtn submit two (2) copies on appropriate thesis
paper to the Graduate School. An example of astadsstract is shown in the Appendix.

Dissertation Abstract

The student should prepare an abstract describangdsential content of the dissertation in 350
words or less, double-spaced. The abstract shieflétt, precisely and accurately, the scope and
sequence of the dissertation. No tables or illtisins are permitted. A copy of the abstract étuided
in the preliminary pages of each copy of the dissen, headed simply ABSTRACT. The abstract is
counted in the numbering sequence of the prelirgipages and is listed in the Table of Contentse Th
abstract is numbered according to its positiom@reliminary pages.

The student must also present three (3) copidsecdivstract and three (3) copies of the title
page on appropriate paper to the Graduate Schmoatidition to those copies of the abstract included
with the dissertation. Do not staple the extraiesp Two (2) copies are retained for the student's
records and one (1) copy is sent to ProQuest Irdtham and Learning for publication in Dissertation
Abstracts InternationalThe pagination of the three (3) separate alistra@ot the same as the
pagination of the abstracts included in the prelamy pages of the dissertation--all separate cafidse
abstract are numbered in Arabic numbers in the upglet-hand corner.




Format
Paper

The thesis/dissertation must be presented on apat®paper, 20 pound bond with at least 20%
rag content, with 25% preferred in order to enslunability. Should the student wish to use a laser
printer, 25% rag content may be unworkable. In tage, 20% rag content paper can be used. Under no
circumstances may the rag content fall below 20%ltilith and photocopies are acceptable if
presented on appropriate paper. So-called erapapkr is not acceptable. If multilith or photogiog
processes are used, the quality of the copies dto@uhigh enough for clear reading, there shouldde
omissions or smears, and there should be a miniofiprocess defects. Photocopies should fall within
acceptable margin standards as detailed below. ebfraphed materials that are to be bound as a part
of an appendix must also be reproduced on appteaper. Approved quality paper is available at
Total Copy (located in the Student Union Buildingffice supply stores, and copy centers such as
FedEx.

Margins

The margins should follow the guidelines givenhia approved style manual being used by the
department. It is important that the left margindme and one-half inches wide in order to allow fo
binding.

For questions on format, consult the appropriatie shanual or contact:

Graduate School

Idaho State University

921 S 8 Avenue, Stop 8075

Pocatello, ID 83209-8075

Office Phone: 282-222%landonn@isu.edu

For assistance with or questions on statisticstaotn

Teri Peterson

Statistical Consulting

Business Administration 523

Office Phone: 282-4861; peteteri@isu.edu



Thesis Page Order Model

The thesis should be arranged according to theoapgrstyle manual. Samples of the copy
authorization, title, and approval pages are fouarttie appendix of this document.

©CoxNoTa,~wNPE

Photocopy and Use Authorization

Title page

Copyright page (if appropriate)
Committee Approval page

Human Subjects Committee Approval pagep(ifrapriate)
Dedication (if appropriate)
Acknowledgment page/s (if appropriate)
Table of Contents

List of lllustrations (if appropriate)

List of Figures (if appropriate)

List of Tables (if appropriate)

List of Abbreviations (if appropriate)
Glossary (if appropriate)

Abstract

Text of the thesis

References

Appendixes

Dissertation Page Order Model

Dissertations should be arranged according topeozed style manual. Samples of the copy
authorization, title, and approval pages are fourttie appendix of this document.
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Photocopy and Use Authorization

Title page

Copyright page (if appropriate)
Committee Approval page

Human Subjects Committee Approval Pagep(ifrapriate)
Dedication (if appropriate)
Acknowledgment page/s (if appropriate)
Table of Contents

List of Illlustrations (if appropriate)

List of Figures (if appropriate)

List of Tables (if appropriate)

List of Abbreviations (if appropriate)
Glossary (if appropriate)

Abstract

Text of the dissertation

References

Appendixes



Pagination

Preliminary pages are all numbered with lowercasean numerals centered at the bottom of
the page. All other pages, text, notes, refererazes so on are numbered according to the paginatio
guideline or rules stated in the style manual.

Type Style and Corrections

Theses/dissertations are to be typed accordinyl®raanual specifications. If not specified in
the style manual, a type style suchlases New Roman, Courier, PrestigeCalibri, should be used.
Font size should be 12 except for specialized mapsuch as equations or labels for tables or graph
A script type style is unacceptable. The thesisktitation must be printed on a laser-quality print
Dot matrix or draft quality printing is not accepka No pencil or ink corrections are permittedaory
copies of the thesis/dissertation that is submiibedbinding.

Arrangement of Text

Arrangement of the sections within the text maynaly not be defined in the department-
approved style manual. Students should discussakearrangement with their committee members.
The basiarrangement listed below is intended as a guidelird will not be applicable to all thesis/
dissertations.

I. Introduction

Statement of the Problem/Statement of Purpose
Research Questions/Goals
Definitions
Assumptions/Limitations/Delimitations
Significance of the Study

Il. Review of Literature

lll. Methodology (Research and Process Procedures)
Participants/Sampling
Instrumentation
Procedures
Design/Analysis

IV. Results/Findings

V. Discussion/Conclusions/Summary
Discussion of Research Findings
Future Research Possibilities/Questions for Funugairy
Implications

Required Forms

Theses/dissertations will contain signed copiagqtiired forms including Photocopy and Use
Authorization and Committee Approval forms. In &, other forms may be required for compliance
with federal regulations. These forms may inclthiese related to human subjects, animal welfare,
hazardous waste control, biosafety, radiation gafetictor safety, technical safeBtudents should
consult their committees or the Graduate School tensure inclusion of the necessary forms
Forms can be obtained from the office or commiitteeharge of compliance; see page 7-8 for a list of
these offices and committees.



Required Forms (Continued)

All forms required by federal regulations must benpleted, signed, and on file with the
Graduate Schogdrior to the collection of data. Failure to follow réia procedures regarding these
forms may result in the rejection of the thesigditation by the Dean of the Graduate School.

Committee Approval Form

Each thesis/dissertation will contain a commitgepraval form signed by the committee
members only aftdinal acceptance of the thesis/dissertation. Prioined icceptance, each member of
the candidate's committee should carefully exaraideaft that is essentially a final copy of thesibé
dissertation. Excessive numbers of corrections weayant that a second or third draft be reviewed b
the committee before committee membesgynatures can be given.

Theses/dissertations are approved after an oratiegtion. Oral examinations are scheduled
by the student in coordination with the committed department. The oral examination must take
place no later than two weeks before the end oféneester in which the student intends to graduate.
Two weeks prior to the date of the oral examinationa draft of the thesis/dissertation must be
presented in substantially final form to the commitee for review. Final form includes any and all
inserted material--e.g., maps, photographs, plateand so on If any committee member questions
whether or not the substance or form of the thdisisértation is adequate, the committee as a whole
decides if the thesis/dissertation is sufficieptigpared for an oral examination. If it is detared that
deficiencies may be cleared up during the oral éxation, the committee conducts the oral
examination on the scheduled date. Only afteptakbexamination, and with the permission of the
committee, may a student prepare the final comiebiding. No committee member is authorized to
sign the approval forms after the thesis/dissenatias been sent to the bindery. Students who send
their thesis/dissertation to the bindery withowt signed approval forms shall bear the cost of new
copies being sent to the bindery with the appropsagned approval formsAll thesis/dissertation
copies require original committee member signaturesPhotocopies of the approval form for
multiple thesis/dissertation documents are not allwed.

The final thesis/dissertation clearance must be ithe Graduate School within two (2)
weeks following the oral examination

Human Subjects Form

University policy requires that students who exgeangage in research involving human
subjects--research covered by this policy incluatth the collection of data through direct interieam
and interaction or the acquisition of informati@arh sources that allow personal identification of
subjects--receive approval of their research proasprior to the collection of data. The Human
Subjects Committee application forms and CITI iigdor training requirements are available at:
http://www.isu.edu/research/hsc.shtnflor more information, contact the Human Subj&xmmittee
through:

Dr. Ralph Baergen
English and Philosophy
Mail Stop 8056

Office Phone: 282-3371



Required Forms (continued)

Animal Welfare Research Form

If research involves the experimental use of veabanimals, approval must be obtained from
the Animal Welfare Committeleefore purchasing or using animals. Information is alli at:
http://www.isu.edu/anmicaref-or more information, contact the Animal Welf&emmittee through:

Dr. Curtis Anderson
Biological Sciences

Mail Stop 8007

Office Phone: 282-5813

Technical Safety Form

If research involves the use of radioactive mal&rigroduces hazardous materials, or involves
the disposal of hazardous and/or infectious wagtprovalmust be obtained from the Technical Safety
Office Director. This approvahust be obtained prior to purchasing materials or b&igimresearch
procedures. Information is available lattp://www.physics.isu.edu/health-physics/tso/ohbrhtaml.

For more information, contact the Technical Saf@tfjce Director through:

Mr. Roy Dunker
Technical Safety Office
Mail Stop 8106

Office Phone: 282-4368

Biosafety Form

If your research involves bacterial or viral medésj you may need approval from the Biosafety
Committee. In such cases, approval must be olatgirier to beginning research procedures.
Information is available athttp://www.isu.edu/research/biosafety.shtribr more information, contact
the Biosafety Committee through:

Dr. Peter Sheridan
Biological Sciences

Mail Stop 8007

Office Phone: 282-5368



Thesis, Dissertation, DA Papers Review Process

Students preparing theses/dissertations/DA sclyohatk will submit one copy of the
committee approved document to the Graduation Gtetilke Graduate School for review prior to
making copies or sending the documents to the bindehis review will not address issues of content
only issues of format. The Graduation Clerk wilhduct a format review of the document, noting any
errors, omissions, or necessary corrections, agwlrigturn this copy to the studestadvisor for
processing. The advisor will then contact the stitdo make the noted corrections. Once the dostime
has been corrected, the student will have permmgsi@opy the document and send the copies to the
bindery, following the normal procedures. If thare no format errors found on the first submission
the student will be contacted and given permisgiamake copies and send the copies to the bindery.

Copyright
Thesis Copyright

Students wishing to copyright their theses shoallddv the same procedure listed below for
dissertation copyright and must have the writtepragal of the major advisor when submitting for
clearance. Theses submitted for copyright wilbdle microfilmed per procedures for dissertations.

Dissertation Copyright

All authors of dissertations have the right to aigiyt. Owing to legal vagaries concerning
common law copyright, statutory copyright, etce tlissertation should be copyrighted at the owatisdt
not after the fact. Students who choose to copytigeir dissertations should do so at the timg Hre
preparing the final copies of their dissertatidfter a dissertation has been microfilmed, it may Ime
copyrighted because it has entered the public domBie student should place a copyright noticallin
copies of the dissertation. The copyright pagddased immediately after the title page and camies
page number.

ProQuest Information and Learning will processdhthor's claim to copyright with the United
States Copyright Office for a fee of $55.00. PreQuwill provide the student with reprints of the
abstract for a fee of $30.00 per 100 (additiontd €100 are $10.00 each). Both copyright andimep
services are options the student may choose; tlieaycd required by the Graduate School.

To apply for copyright, the student fills out thepaopriate form, which is available at
http://www.il.proquest.com/dissertationagre@&he login: dissertations, the password: publ3hce
completed, the student needs to print Page 6 dbtheand bring this page plus a money order for
$55.00 payable to ProQuest Information and Leartorthe Graduate School at the time the other items
required for clearance of the dissertation are $itibxain




Microfilming
Thesis Microfilming

The Graduate School does not require submissiomesters theses for microfilming. However,
a copyrighted thesis will be microfilmed for a f&fe$55.00.

Dissertation/DA Microfilming

In the interests of serving the scholarly commuhitymaking research available, most
universities send copies of all dissertations twRrest Information and Learning to be microfiimed a
distributed. All dissertations presented to Id&tate University will be microfiimed. The Graduate
School also sends copies of all DA papers and albetiorate-level projects to ProQuest for
microfilming. Microfilm copies of the dissertatipaper are distributed for scholarly purposes,tard
author retains all publication rights. The feerfacrofilming is $65.00.

The dissertation is microfilmed and reproduced myQest Information and Learning. All fees
generated from reproducing the manuscript are thpesty of ProQuest. An abstract is published, and
the dissertation is indexed issertation Abstracts International, the Comprehensive Dissertation
Index, andAmerican Doctoral Dissertations. The dissertation is made available on Disserati
Abstracts Online-Access via various computerizedlsise and information services such as DIALOG,
BRS, OCLC-EPIC, CompuServe, and Data-Star.

Students must complete the microfilm agreement fevhich is available at:
http://www.il.proquest.com/dissertationagre@&he login: dissertations, the password: publ3hce
completed, the student needs to print Pages 4 afthg form, include the microfilming fee with a
money order payable to ProQuest Information andriieg and bring them to the Graduate School,
along with an unbound manuscript at the time tlssattation is presented for clearance.

10



Binding
The Graduate School authorizes one bindery:
The HF Group
121 Avery Street
Walla Walla, WA 99362
Binding Color

All university-required copies are to be singlessiddouble spaced, and bound in #192 dark
maroon.

Binding Prices
Hard Copy

Student will provide complete copies of all pagebé mailed to the bindery.

University-required copies, color #192 $13.75 each
Personal copies, color #192 13.75 each
PDE

Student will send a PDF file tanelton@thehfgroup.cormat the bindery for printing and
binding.

University-required copies, color #192 $13.75 each
Personal copies, color #192 13.75 each
Printing - black and white .07 per page
Printing - color .17 per page

Listed below are any additional fees that indigbdstudents may incur depending on the
requirements for binding their theses/dissertations

Paper Pocket (for maps) $ 5.50 each
Stubbing (perforated paper) 2.00 per volume
Extra Time .75 per minute
Thickness over 3" 2.00 per inch

Please note: If sending the thesis/dissertatiofPld&, student must request in the transmittal
email that the bindery hold the printed copieshef thesis/dissertation until the original signatoages
are received which have been sent via US mail.

11



Thesis/Dissertation Binding

The university requires four (4) single sided, bibeopies of the thesis, four (4) single sided,
bound and one (1) single sided, unbound copy oflissgertation to be submitted to the Graduate
School; DA students should refer to the followimgtion: Doctor of Arts Binding. Subsequently, the
Graduate School sends two (2) copies to the libarg (1) copy to the student's department, and one
(1) copy to the student's thesis/dissertation advitn addition, theinbound copy of the dissertation is
submitted to the Graduate School for microfilminggnses. Manuscripts over three and one-hal (3
inches thick must be bound in two volumes and thdent must pay the double costs involved in
binding two-volume theses/dissertations. Any bocaogies a student desires for the student's own use
must be ordered in addition to the four requiredH®yUniversity. The student is responsible faxibg
and mailing the thesis/dissertation copies to thddry. The student should enclose in the pachkaggt
of binding instructions Please remember to include a set of binding instrtions with each copy of
the thesis/dissertation that is being sent to theitdery.

There is a special postal rate for books and maimtsc The student should write the statement,
"Media Rate" on the package containing the copi¢seodocument. The student must insure the
package--minimum insurance is acceptable.

Doctor of Arts Binding

With the exception of DA students in the EnglistpBement, DA students are required to
submit five (5) single sided, bound copies of tissekrtation, DA thesis (Mathematics Department),
doctoral project, or scholarly activity. Two (Qpies will be sent to the ISU Library, one (1) capyhe
student's department, one (1) copy to the studeafsr advisor, and one (1) copy to the Nationait€e
for the Doctor of Arts located in the Graduate Sztho

DA students in English must submit six (6) singtked copies of their Doctor of Arts papers to the

Graduate School, with both papers bound togethenénbook. Copies will be dispersed per above with
the additional copy being sent to the student'srstenajor advisor.

12



Clearance

Prior to thesis/dissertation clearance, the studherst complete th@ hesis/Dissertation, DA
Papers Review (see Page 9 for instructions).

Thesis Clearance

The student must submit to the Graduate Schodbtloving items two (2) weeks following the final
oral examination.

A copy of the signed letter to the bindery

Two (2) copies of the abstract

One (1) single sided, unbound copy of the thiesfinal form

The insurance postal receipt for the thesisesomailed to the bindery

A signed copy of the committee approval page

A signed copy of the student Copy Authorizatiage

A copy of the money order being sent toltimelery or include credit card information in
the letter to the bindery

NoobkhwbdpE

The Major Advisor is responsible for the timely reporting of the grade change for the
thesis to the Registrar's Office. This grade chargshould be submitted no later than two (2)
weeks after semester's end.

The student, major advisor, and members of the théscommittee are responsible for all
matters of accuracy related to form and content ofhe final thesis product.

Dissertation Clearance

Dissertation clearance is essentially the sambessist clearance. The following must be
submitted to the Graduate Schowb (2) weeksfollowing the final oral examination:

Three (3) copies of the abstract and threedples of the title page (on appropriate paper)
One (1) single sided, unbound copy of the digten in final form for microfilming (on

appropriate paper)

The microfilm agreement form along with a mooeger for microfilming

Survey of Earned Doctorates form (availabletit: fiwvww.norc.org/sed). This survey is no

longer required for Doctor of Arts students.

Copy of the letter to the bindery

One (1) single sided, unbound copy of the diaden in final form

Insurance postal receipt for the dissertatmpies mailing to the bindery

Optional completed copyright form and money orde

A signed copy of the committee approval page

0. A signed copy of the student Copy Authorizapage

1. A copy of the money order being sent to thedip or include credit card information in
the letter to the bindery

1.
2.

P w

=l R

The Major Advisor is responsible for the timely reporting of the grade change for the
dissertation to the Registrar's Office. This gradechange should be submitted no later than two
(2) weeks after semester's end.

The student, major advisor, and members of the digstation committee are responsible for all
matters of accuracy related to form and content ofthe final dissertation product.

13



APPENDIX: Photocopy and Use Authorization

In presenting this thesis in partial fulfillmentthie requirements for an advanced degree at
Idaho State University, | agree that the Librarglsimake it freely available for inspection. | fiuer
state that permission for extensive copying of h@sts for scholarly purposes may be granted by the
Dean of the Graduate School, Dean of my academisialn, or by the University Librarian. It is
understood that any copying or publication of thissis for financial gain shall not be allowed with

my written permission.

Signature

Date

14



APPENDIX: Sample Title Page, Thesis

THE EFFECTS OF STEROID HORMONES ON CORONARY ARTERIE

IN JUVENILE GUINEA PIGS

by

Jane Student

A thesis
submitted in partial fulfillment
of the requirements for the degree of
Master of Science in the Department of BiologiceikBces
Idaho State University

Spring 2012

Important notice: The title and the students name on the title page must be exacths it
is in the letter to the bindery.

15



APPENDIX: Sample Title Page, Dissertation

THE DEVELOPMENT OF TEMPERATURE REGULATION

IN THE NIH BALB/C MOUSE, MUSMUSCULUS

by

Jane Student

A dissertation
submitted in partial fulfillment
of the requirements for the degree of
Doctor of Philosophy in the Department of Biol@jiSciences
Idaho State University

Spring 2012

Important notice: The title and the students name on the title page must be exacths it

is in the letter to the bindery.

16



APPENDIX: Sample Title Page, DA Papers

A RIBBON AT A TIME:

A COLLECTION OF PERSONAL ESSAYS

WHEN POETIC BECOMES RHETORIC:

MYTHIC RE-VISION AS FEMINIST RHETORICAL TOOL

by

Jane Student

Papers
submitted in partial fulfillment
of the requirements for the degree of
Doctor of Arts in the Department of English andi®$ophy
Idaho State University

Spring 2012

Important notice: The title and the students name on the title page must be exacths it

is in the letter to the bindery.

17



APPENDIX: Copyright

Copyright (Year) Student's Name

or

8 (Year) Student's Name

18



APPENDIX: Committee Approval

To the Graduate Faculty:

The members of the committee appointed to exarhia¢hiesis of JANE STUDENT find it
satisfactory and recommend that it be accepted.

Name,
Major Advisor

Name,
Committee Member

Name,
Graduate Faculty Representative

(Additional signature lines may be necessary inctige of dissertations and theses that involve
committees of more than three faculty members.)

19



APPENDIX: Human Subjects Committee Approval Page
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