Format Review Worksheet: GMU Dissertations/Theses/Projects –Updated Summer 2011
Name








  Date




(last)


(first)
Items in BOLD below are required, items ITALICIZED are optional, and items UNDERLINED are required IF THEY ARE USED.
1.  Order of Preliminary Pages

Signature Sheet:  no page number and not counted in the sequence
Title Page:  no page number but counted in the sequence as “i”
Copyright Page (optional):  ii
Dedication Page (optional):  iii
Acknowledgements Page (optional):  iv
Table of Contents:  v
List of Tables (required if Tables are included in the body):  vi
List of Figures (required if Figures are included in the body):  vii
List of Equations (optional): viii
List of Abbreviations or Symbols (optional; however, if you have many abbreviations and/or symbols, you may want to include this list):  ix
Abstract:  not paginated but listed in table of contents as a Roman numeral in the sequence
2.  Format of Preliminary Pages 
· Margins throughout the entire document are as follows:

· Top: 1.25”

· Bottom: 1.25”

· Left: 1.5”

· Right: 1” 
· All headers in the document, starting with the header on the Dedication Page, should be followed by 4 enters from the header line, down to the first line of text below it (i.e., there should be the equivalent of three single-spaced lines between the header and the text below).
· Pagination for preliminary pages uses lowercase Roman numerals.  The first page to follow the Title Page begins numbering at page ii, at the bottom center, 1” from the bottom edge of the page.
· With the sole exception of the Copyright Page, all headers throughout the document begin 2” from the top edge of the page.  PLEASE NOTE: this measurement is NOT a margin.
a. Signature Sheet – The title (centered, and both underlined and in ALL CAPS) begins 2” from the top of the page. This page is neither numbered nor counted in the sequence.

b. Title Page – The title (centered; in Title Capitalization, NOT ALL CAPS; NOT underlined; NOT italic) begins 2” from top. The statement “A thesis / dissertation / project . . . University” begins 1 single-spaced return from the title, and is left-justified. This line is followed by the name of the author and his/her previously attained degrees; information about the author’s director; and the semester/year. All of this information should be centered, and all sections of this information is separated by 4 single-spaced returns (I.e., 3 single line spaces). This page is counted as “i” but not numbered.

c. Copyright Page - Copyright statement begins 4" from top of the page. This page is numbered ii (if used).
d. Dedication Page – The heading “Dedication” begins 2" from top. Single-spaced text begins 4 single-spaced enters (I.e., 3 single line spaces) below the heading. This page is numbered iii (if Copyright Page is included).

e. Acknowledgements Page – The heading "Acknowledgements" begins 2" from top. Single-spaced text begins 4 single-spaced enters (3 single line spaces) below the heading. This page is numbered iv (if all aforementioned elements are included).

f. Table of Contents – The heading "Table of Contents" begins 2" from top. The right-justified word “Page” should be inserted 3 single-spaced enters (2 single line spaces) from the heading, and should rest directly over the page numbers. The content listings begin on the next line down.  Chapters, parts, and sections must be worded same as in manuscript, page numbers flush right below heading "Page," chapters, parts, and sections flush left, periods between titles and page numbers. This page is numbered v (if all aforementioned elements are included).

g. List of Tables – The heading "List of Tables" begins 2" from top. 3 single-spaced enters (2 single line spaces) from the heading, include a line with the left-justified word “Table” and the right-justified word “Page.” Content listings begin on the next line down. Captions for Tables must be worded same as in manuscript, page numbers flush right below heading "Page," titles flush left below heading “Table”, periods between captions and page numbers. This page is numbered vi (if all aforementioned elements are included).
h. List of Figures – The heading "List of Figures" begins 2" from top. 3 single-spaced enters (2 single line spaces) from the heading, include a line with the left-justified word “Figure” and the right-justified word “Page.” Content listings begin on the next line down. Captions for Figures must be worded same as in manuscript, page numbers flush right below heading "Page," titles flush left below heading “Figure”, periods between captions and page numbers. This page is numbered vii (if all aforementioned elements are included).

i. List of Abbreviations/Symbols – The heading "List of Abbreviations/Symbols" begins 2" from top. Abbreviation/symbol listings begin 4 single-spaced enters (3 single line spaces) below, numbered viii (if all aforementioned elements are included).

j. Abstract – The heading "Abstract" begins 2" from top. 4 single-spaced enters (3 single line spaces) below header, the title appears. Title should be left-justified, in all caps, not underlined or italic. 2 single-spaced enters (1 single line space) down, insert the author’s name, which should be left-justified, and which should be followed by the abbreviated degree to be earned (Ex: “Joan Doe, Ph.D.”). 2 single-spaced enters (1 single line space) down from the author’s name, include the institution and the year in which the degree will be earned (Ex: “George Mason University, 2011”), left-justified. 2 single-spaced enters (1 single line space) down from the school and year, include the name of director flush left (Ex:  “Dissertation Director: Dr. John Smith”). 4 single-spaced enters (3 single line spaces) below the director’s information, the double-spaced text of the Abstract begins. The Abstract is never paginated, but should be counted in the Table of Contents in the Roman numeral sequence.
3. Body of Dissertation/Thesis Format 
a. Text – Body text should be double-spaced throughout the entire document. 
b. Page composition

a. Each new chapter should start on its own page.

b. The heading of each new chapter should be 2” from the top of the page.

c. The first line of text in each new chapter should begin 4 single-spaced enters (3 single line spaces) from the chapter heading.

c. Margins 

a. Top: 1.25”

b. Bottom: 1.25”

c. Left: 1.5”

d. Right: 1” 
d. Pagination – Arabic numerals (i.e., 1, 2, 3, etc.)—without punctuation—placed in bottom center, 1” from the bottom edge. The first page of the body should always be page 1.
e. Footnotes or Endnotes – Footnotes should be placed on the page they annotate, separated by a line extending 2" from left margin. Footnotes must not be split between two pages. Endnotes at end of chapter should be indicated by a superscript, and the first line of note is indented.  
f. Tables and Figures – Must be of reproducible quality, must be placed near portion of text they illustrate, must fall inside margins. Tables and Figures must be separated from one another and from nearby body text by at least a triple space. Tables and Figures must be numbered in separate series. Captions for Tables go above the Tables; captions for Figures go below the Figures. Captions throughout the document, for both Tables and Figures must be centered OR flush left, but they must be consistent throughout.
g. Appendices – Included in pagination. Title of each Appendix should be centered 2” from top. First line of text in each Appendix should begin 4 single-spaced enters (3 single line spaces) below the heading.  Appendices come before the reference section.
h. References – First page of citations begins with a header placed 2” from top, and the citations begin 4 single-spaced enters (3 single line spaces) below.  All citations should be single-spaced with a single blank line space in between.  
i. Biography – Heading "Biography" begins 2" from top. First line of single-spaced text begins 4 single-spaced enters (3 single line spaces) below the heading. Last page of the document.
