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INTROD UCTION

All candidates for advanced degrees should confer with their advisors and members
of their graduate advisory committees to learn about any special departmental
requirements for preparing graduate degree documents. In general, theses and
dissertations should display students’ abilities to conduct scholarly investigation at an
advanced level. Details of the project and the means for pursuit should be determined
jointly by the student, faculty advisor, and graduate advisory committee.

FINAL PROJECTS
Students completing final projects other than theses and dissertations should check
with their graduate coordinators for specific instructions and deadlines. The UALR
Dissertation and Thesis Guidelines may be used for final projects, though formal approval
from the graduate dean is not necessary. There are no institutional requirements for
digital submission of final projects other than theses or dissertations, so submission
deadlines to the Graduate School do not apply.

REQUIRED FORMS
After their committee has been formed, students should check with their department
to ensure that they have submitted a completed Appointment of Supervisory
Committee form to the Graduate School.

When projects are completed, students’ advisors/graduate coordinators must submit
a completed Report of the Supervisory or Examining Committee form. Students
should check to make sure that this form has been filed with the Graduate School.

Additionally, students who are binding their theses or dissertations must include
signed copies of the approval page in each bound book. A template for the approval
page can be found on the Graduate School website. It is also identical to the third
required page of the front matter, except that it includes lines for signatures; see example
pages at the end of the guidelines. See the Optional Binding Procedures section for more
information.

Please see Table 1 on the following page for the mandatory form and project
submission schedule.
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Table 1 . Summary of Steps and Required Forms

What?

When?

Where?

1. Check that your program
has submitted Appointment
of Supervisory Committee
form

At beginning of project

Graduate School

2. Apply for graduation

At beginning of graduating term. See
http://ualr.edu/records/apply-to-graduate/

boss.ualr.edu

3. Schedule
thesis/dissertation defense

Well in advance of Graduate School’s
submission deadline. Dates should be set early
to allow for revisions required by committees.

With faculty advisor
and committee

4, Submit one original copy
of defended
thesis/dissertation for
review

Before deadline (Table 3).

Graduate School

5. Check that your program
has submitted signed
Supervisory or Examining
Committee Report form

Form must be submitted by the same deadline
as the thesis/dissertation.

Graduate School

6. Upload
thesis/dissertation to
ProQuest

After all requested revisions have been made.

ProQuest website

7. Optional: Pay expenses
to ProQuest for copyright or
embargo

At time of thesis/dissertation uploading

Online at ProQuest

Optional: Steps for Binding

Pay all binding expenses

At time of delivery of final, unbound copies to the
Graduate School. Bring receipt to Graduate School.

UALR Cashier’s Office

Deliver correct number of
unbound copies

After Graduate School format review has been
completed.

Graduate School

STYLE GUIDES

In addition to following the UALR Dissertation and Thesis Guidelines, theses or
dissertations must be prepared in accordance with a nationally recognized standard for
style and citation, which differ widely amongst programs. Most programs at UALR will
recommend a style manual for their discipline. As a courtesy to outside members of your
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committee, you should indicate in a note which style manual you used.

Candidates are free to use the style manual suitable to their disciplines, as long as it
complies with the format and content guidelines given in this publication. Only the most
recent editions of style manuals should be used, and the style must be consistent
throughout. If your style manual conflicts with the UALR Dissertation and Thesis Guidelines,
the requirements of the Guidelines should be followed.

If you need assistance citing references or choosing the right style manual for your
field, visit ualr.libguides.com. On that site, you will find online style manuals as well as
RefWorks, a program that will help you cite your references.

USING JOURN AL ARTICLES AS CHAPTERS OR SECTIONS
Occasionally, theses/dissertations may include articles that have been or will be
submitted to journals for publication. The student must be the first author of each
article submitted. Individual articles serving as chapters might not all have the same
internal structure. It is acceptable for each chapter to be presented in the style
appropriate to the journal.

If any of your chapters are also journal articles, you must include a preface
before the body of the thesis/dissertation stating to which journals the chapters have
been submitted for publication. A preface before each chapter is not necessary. See Table
2 for the proper placement.

The standard requirements for margins, figures, tables, and the other elements
covered in this guide apply to theses/dissertations that include journal articles. Reference
sections should follow the style of the journal to which you submitted the article.
Continuous pagination is required throughout the body of the manuscript.

FORMATTING
NOTE: bound copies of theses and dissertations are no longer required by the
Graduate School. However, your program may still require bound copies; you should
check with them to be sure. If you choose to bind copies, your margins need to be 1.5
inches on the left and 1 inch on the top, right, and bottom; these margins are acceptable
for your ProQuest submission as well. You may also leave signature lines in your front
matter for your ProQuest submission.

Margins
If you are not binding, left, right, top, and bottom margins must be 1 inch in all
sections of the thesis/dissertation, including front matter and references.

Paragraphs , Justification, and Text Arrangement
9 Paragraph formatting should be consistent throughout the document.
1 New paragraphs should be indented.
1 Except where the guidelines specify otherwise, all text must be left justified.
1 A new paragraph beginning at the bottom of a page must have at least two full
lines of text before a page break occurs. If two full lines will not fit at the bottom
of the page, the entire paragraph should be moved to the following page.
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1 A paragraph ending at the top of a page must have at least two full lines of text.
The preceding page may be shorter to allow for this adjustment.

Line Spacing

1 Double space all material, including the table of contents, the body of the
thesis/dissertation, and the reference/bibliography section, except the sections
listed below.

1 Single space the title page, the copyright page, the approval page, the fair use
page, and the title section (title, name, and graduation date) of the abstract
page. Examples of these pages are given at the end of this document.

1 Ifincluded, footnotes and endnotes may be single spaced.

1 Do not hyphenate words at the end of a line.

Font Styles and Sizes
You may choose one font for headings and subheadings and a different font for body
text. However, the fonts you choose must be used consistently throughout the
manuscript. You must select an embedded TrueType font that will upload easily to
ProQuest (see “Submission to ProQuest”). Script fonts may not be used.

Examples of TrueType fonts include:

Arial (example of a sans serif font)

Times New Roman (example of a serif font)
Century

Courier New

Garamond

Georgia

Microsoft Sans Serif

Tahoma

Trebuchet MS

Verdana

E R - ]

Serif fonts have small decorative lines (“serifs”) added to the basic form of characters,
while sans serif fonts do not. You may choose to use either or both font types—one for
headings, one for body text—in your thesis/dissertation. Generally, sans serif fonts are
more easily read in electronic forms and serif fonts in printed materials. In order to ensure
that your document can be microfilmed clearly, choose a font with no more than 10 or 12
characters perinch.

Required font sizes:
1 Use 12-point fonts for regular text.
1 Headings may be 14- or 16-point.
1 Embedded tables, figures, captions, etc. may be smaller than 12-point
but must be at least 10-point.
Symbols and Greek letters may be used in equations, formulae, and other non-text
presentations. Italics may be used for special emphasis, foreign words, and the citation of
titles of books, magazines/journals, or newspapers.
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lllustrative Material
Charts, graphs, tables, and other illustrative material may be in color ink, but make
sure your colors will be distinct in greyscale. All illustrative material must stay in the
regular, required page margins.

If you use figures, illustrations, tables, symbols, abbreviations, and/or nomenclature,

= =4 -4 4 -9

Arrangement and Numbering of Pages
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