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INTRODUCTION

The detailed instructions in this guide are intended to lend a uniform appearance to theses
and dissertations at The University of North Carolina at Greensboro and must be followed by all
disciplines. Whileit is recognized that documents from divergent areas of study will exhibit
differences, certain requirements of format are necessary.

Without exception, no thesis/dissertation is accepted by The Graduate School until itisin
compliance with formatting requirements.

Students should begin preparing to write the thesis/dissertation early in their graduate
program. When students lack adequate word processing skills, it is the responsibility of the
student to acquire the necessary skills to produce the thesig/dissertation. The University provides
excellent online training programs for Word and numerous other software systems.

It iscritical that the thesis/dissertation be prepared correctly in order to convert easily to a
Portable Document Format, or pdf, for electronic submission. The pdf isauniversal file format
that allows data saved in one format (including fonts, text, images, etc.) to be converted into a
format that can be read on any computer utilizing free Adobe Reader software.

ELECTRONIC THESES AND DISSERTATIONS

The University of North Carolina at Greensboro, like universities around the world,
requires electronic theses and dissertations (ETDs). The submission of electronic
theses/dissertations offers numerous benefits. The ETD process helpsto train studentsin the
electronic publishing skills they will need as professionals. On alarger scale, the immediate and
wide-spread availability of ETD documents provides world-wide access to scholarship. ETDs
allow researchers to build on the work of those before them, even those whose work was
completed in recent weeks or months. The world-wide access displays the scholarship of the
University and the excellent programs offered.

ETDs contribute to UNCG’s Mission to be a“....diverse, student-centered research
university, linking the Triad and North Carolinato the world through learning, discovery, and
service. Asadoctorate-granting institution, it is committed to teaching based in scholarship and
advancing knowledge through research.” (The University of North Carolina at Greensboro, The
Mission of the University, 2003)

Electronic submission allows avariety of opportunities for studentsto display their
research/creative work. ETDs can include examples of scholarship and creative ability that are
not possible in print. These can include video images, audio clips, and even 3-D models.



WORD PROCESSING

Understanding that the original document will be converted to a pdf file prior to submission to
The Graduate Schoal, it is very important that all students using Microsoft Word software
prepare the document using standard Word procedures.

Keep in mind the following tips:

. Spacing and Pagination—Use tabs to align text instead of a series of spaces. Useline
breaks to force anew lineinstead of starting a new paragraph. Insert page breaks instead
of a series of paragraphs or returns to start a new page. Use section breaks to change the
format between pages in the document (for example, sections where pagination style
differs).

. Fonts-It is best to use standard True Type fonts such as Times New Roman, Helvetica or
Aria. All fonts should be embedded. For more information on embedding fonts, visit
the ProQuest ETD submission website, log-in and click on the “Pdf Conversion” tab.

. Graphics-The best method to include graphicsisto use EPS (Encapsulated PostScript)
files rather than bitmaps, GIFs, or JPEG images. Use a high resolution such as 600 dpi.
Avoid using graphic editors that are part of aword processor.

. Equations—-M S Word users should not use Word's Equation Editor. Instead, useitalic
Times Roman font and Symbol font, along with superscripts and subscripts to create
eguations.

. Pagination—Y ou may want to use the section break feature (availablein MS Word) to

separate the three sections of the document that are paginated differently: abstract and
title page (no page numbers), other preliminary materials (small Roman numerals
centered at the bottom of the page), and the text, references and appendices (Arabic
numbers). If you write the document in a series of sections, remember that all sections
must be saved as onefile. Also, use your word processor’s tool for cross referencing to
ensure that pagination is consistent. Page numbering may be altered by conversion to pdf.
Be sure to check the table of contents carefully and make the necessary corrections.

. Landscape Page Numbers—-Remember that page numbers must be placed in a header or
footer in portrait orientation even when the text of the page isin landscape orientation.
For detailed instructions on how to make this change in Word, visit the Microsoft
website: http://support.microsoft.com/default.aspx?scid=kb;en-us; 265436 and click on
Reference #211930-How to add a portrait page number to alandscape page.

. Columns—Consider using tables without borders instead of tabs to format text or numbers
into neat columns.

USE OF COPYRIGHTED MATERIAL

The law permits the limited use of extracts and quotations for purposes of illustration and
criticism. This provision covers most quotations in theses and dissertations. In most instances, it
is not necessary for candidates preparing theses/dissertations to obtain permission to quote from
professional journasin their fields or from copyrighted books.


http://dissertations.umi.com/uncg/.
http://support.microsoft.com/?kbid=21193.
http://support.microsoft.com/default.aspx?scid=kb;en-us;265436

Copyrighted items, such as photographic copies of pictures and charts, tests, forms, and
guestionnaires, no matter how short, should never be reproduced without permission.

Masters and doctoral students must receive permission, from the author or publisher, to quote
any extensive information from copyrighted materials. 1n most cases, the author or publisher is
willing to grant permission with the condition that acknowledgments are included in the
document. If you choose to copyright your thesis or dissertation, copies of the written letters of
permission must accompany the copyright registration. For additiona information on the use of
copyrighted material, please utilize the the ProQuest/UMI Dissertation Publishing website,
http://www.proguest.com/products umi/dissertations/ and click on “Authors’” and in the
Dissertation Navigation box, click on “Submitting.” A copy of al permissions to use
copyrighted materials must be attached to the ETD Release and Hold Harmless form and
submitted to The Graduate School.

Students who have submitted, had accepted, or published one or more papers which are included
in the text of the thesis or dissertation, must format their thesi s/dissertation according to the same
guidelines that apply to all theses and dissertations. In many cases, independent papers may
serve asindividual chapters within the thesis or dissertation. An introductory statement
explaining any variations of style, acknowledging any instances of multiple authorship, and
stating the status of publications should be included. Papers that have aready been published
and are now being included in athesis or dissertation should include aletter from the publisher
providing written permission for the use of the material.

COPYRIGHTING

Students should consult with their thesi s/dissertation committee chair and members concerning
the desirability and the usefulness of copyrighting the document.

If the thesis/dissertation will be copyrighted, the student must make application and pay the
additional copyright fee during the online submission process. University Microfilms
International (or PQIL) will file the registration on your behalf with the U.S. Copyright Office.

In either case, if copyrighting, the student must include a copyright page in the actual document.
It is an unnumbered page bearing the copyright symbol © followed by the year and the full name
(or name as it appears on the thesis/dissertation). Thisinformation should be centered in oneline
across the middle of the page. The copyright page is placed after the title page and is not
included in the pagination.

PUBLISHING REQUIREMENT
Publication of the thesis/dissertation by UMI Dissertation Publishing/ProQuest Information and

Learning is required by The Graduate School. For more information about PQIL and your rights
as the author, visit: http://il.proquest.com/products umi/dissertations/default.shtml



http://www.proquest.com/products_umi/dissertations/
http://il.proquest.com/products_umi/dissertations/default.shtml

STYLE GUIDES

The latest edition of any of the following style manuals, if approved by the student’s major
department, may be used. However, students may follow the style practices of a principal journal
in the field of study—for example, chemistry—at the recommendation of the department or advisor.
Practices recommended in the style guides or the selected journal are to be followed except
where they may be in conflict with this guide, in which case this guide takes precedence. Do not
use another thesig/dissertation asyour guide.

> Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. 7" ed. New Y ork:
Modern Language Association of America, 2009.

> Publication Manual of the American Psychological Association. 6" ed. Washington,
D.C.: American Psychological Association, 2009.

> Slade, Carole and Robert Perrin. Form and Style: Research Papers, Reports, Theses. 13"
ed. Boston: Houghton Mifflin Company College Division, 2005.

> Turabian, Kate L. A Manual for Writers of Term Papers, Theses and Dissertations. 7™
rev. ed. Chicago: University of Chicago Press, 2007.

UNIVERSITY COMPUTING ASSISTANCE

Staff members/computing assistants are accessible in avariety of computing labs to help students
with problems using Word or other supported software. Y ou may also reach the IT staff by
calling 336-256-TECH or viaemail at 6-TECH@uncg.edu.

FORMAT REQUIREMENTS

Typeface

An appropriate typeface and font size (with a 10 point minimum for the text) should be used
consistently throughout the paper. Script type is not permitted. If you are unsure about the
acceptability of the typeface, please contact the Graduate School Evaluator.

Embed Fonts

The Graduate School recommends using TrueType fonts for the text of the document. True type
fonts include Times New Roman, Helvetica, Ariel, and others. To ensure that your pdf format
includes al of the fonts utilized in your original document and to prepare it for publication, you
must embed all fonts prior to converting the file to a pdf.

To embed True Type fontsin Microsoft Word 2003:
> Click on“Tools’ then “Options” and select the “ Save’ tab. Check the box to embed True
type fonts.



To embed True Type fontsin Microsoft Word 2007:

> Click on the “Office” button and then “Word Options’ at the bottom of the new display
box.

> Select “ Save’ from the left sidebar and check the box to embed fontsin thefile.

Margins

The entire document should have uniform margins. Top margin: 1 %2inches on all pages except:
> Title Page-2 inch top margin

> First page of each chapter—2 inch top margin

> First page of the Bibliography—2 inch top margin

Bottom margin: 1 inch

Left margin: 1 %2 inches

Right margin: 1 inch

Spacing

The text should be typed double-space. Long quotations, typed as block quotes, should be
single-spaced with a triple-space before and after. Table and figure captions as well as
descriptions, footnotes, references, and bibliographic information may use single-spacing
(although a doubl e-space should appear between each new reference/citation).

The chapter header and title on the first page of each chapter also has specific spacing
requirements. After the 2 inch top margin, center the chapter header (typein all capital letters
using Roman numeral s for the chapter numbers), double-space, center the chapter title (typein al
capital letters), triple-space, and then begin the text.

The triple-space should & so be used before and after al tables and figures placed on the same
page with text. The additional space helpsthe item to stand out, making it easier for readersto
find and examine.

Pagination

The pages in the preliminary materia must be numbered consecutively with lower-case Roman
numerals, centered at the bottom 1 inch margin. The title page has no page number typed on it,
but is understood to be page “i.” If acopyright pageisincluded, it isnot counted in the
numbering and is not numbered.

Arabic numbers should be used for the remainder of the paper, including the reference materials.
Begin Arabic numbering with the number 1 on the first page of the text. All pages are numbered
in sequence, including the first pages of chapters, full-page tables or figures, and appendices. All
Arabic numbers should be placed consistently throughout the document (refer to the style guide
for preferred page number placement). On pages typed in landscape orientation, the page number
must be placed in the portrait position. Page numbers should not be accompanied by headers (or
footers) or followed by a period or enclosed by hyphens or parentheses.



Paragraphs
Each paragraph should be indented. A new paragraph should not begin at the bottom of a page
unless there is adequate space for at least two lines.

Block Quotation

All quotations exceeding three lines in length must be typed in block format, indented a standard
5-space tab from the left margin and typed single-space. Quotation marks are not used with
block quotations, unless used in the original. Block quotations are separated from the text by a
triple-space before and after.

Multimedia M aterial
In an electronic thesis or dissertation, students include external or internal links to multimedia
files. Multimedia components should be identified in the abstract. Acceptable formats include:

| mages Video Audio

GIF (.gif) Apple Quick Time (.mov) AlF (.aif)

JPEG (.jpeg) Microsoft Audio Video Interleaved CD-DA

TIFF (.tif) (.avi) CD-ROM/XA

MPEG (.mpg) MIDI (.midi)

MPEG-2
SND (.snd)
WAV (.wav)

Please note that although ProQuest/UMI does not limit file size, UNCG' sinstitutional repository,
NCDOCKS (where digital theses and dissertations are “stored”) has a 500 mb size limit. Inrare

cases, students may need to submit large supplemental fileson CD/DVD. For more information,
please contact the Graduate School Evaluator.



ORGANIZATION OF THE TEXT

In most cases, athesis or dissertation consists of four magjor parts—abstract, the preliminary
materias, the text and the references/bibliography. Some documents may also include
appendices. The following table contains alist of al of the magjor and minor parts, in their usual
order of placement. Afterward, each component and its requirements are explained in detail.

1. Abstract Required
2. Preliminary materias.
a) Title Page Required
b) Copyright Page Required if seeking copyright
c) Dedication Optional
d) Approva Page Required
€) Acknowledgments Optional
f) Preface Optional
g) Table of Contents Required
h) List of Tables Recommended
[) List of Figures Recommended
3. Text Required
4. References/Bibliography Required

|5. Appendices llOptional |

The partsto be included in any thesis or dissertation should be determined by mutual agreement
between the student and his/her committee. Each specific part of the document is described
below in detail.

Abstract (Required)

An abstract must be included with each thesis and dissertation submitted to The Graduate
School. The abstract should be abrief summary of the paper, stating only the problem,
procedures used, and the most significant results and conclusions. Explanations and opinions are
omitted. Remember to include the necessary information regarding any multimedia components
included in the document. The abstract must be approved by the student’ s advisor/committee
chair.

The abstract margins are consistent with the text of the paper: 1 ¥z inch top and left; 1 inch
bottom and right.

The heading of the abstract is structured in a specific format. Please note that the name and title
used on the abstract should be the same (ie. use of initials, wording, etc.) as the name and title
used on the title page. The abstract heading is typed single-space exactly as follows:



STUDENT'SNAME in dl capital letters (last name first). Next, type the degree in abbreviated
form (ex: Ph.D. or M.S.). Then, add the title with the First Letter of Each Important Word
Capitalized. (Finally, the year the degree will be conferred is enclosed in parentheses)

Name of thesis/dissertation advisor. Number of pages in the document.

For example:
DOE, JOHN S., M.S. Measuring Divorce Liberdity in First-Generation U.S. Citizens Livingin

the Southeastern United States. (2004)
Directed by Dr. Samuel S. Smith. 142 pp.

Begin the text of the abstract here....

The text of the abstract is typed double-space in paragraph form with the first paragraph of the
text beginning one triple-space beneath the heading. The first word of each paragraph should be
indented, consistent with the rest of the paper.

Preliminary Materials

Title Page (Required)

The title page should follow exactly the spacing and use of capitalization shown in the sample at
the end of thisguide. Thetop margin is 2 inches and the information is centered, with the
exception of the signature line(s) which begins at the center of the page and continues toward the
right margin.

Thetitleistyped in al capitals and, if it is more than one linein length, it is arranged in an
inverted pyramid. The date on the title page should be the year the degree isto be granted. The
name of the degree sought, but not the major department or field of study, isincluded here (for
example: Doctor of Philosophy or Master of Fine Arts).

Under the words “Approved by,” place aline for the signature of the committee chair. If the
committee has co-chairs, include signature lines for both co-chairs. The words, “Committee
Chair” or “Committee Co-chair,” should be typed beneath the signature ling(s). Noticein the
sample that “ Approved by,” the start of the signature line, and “Committee Chair” are aligned
with each other.

Thetitle page has no preliminary page number typed on it, but it is counted as preliminary page

Students must include an unsigned title page in the appropriate |ocation within the document
submitted online. The online version can include the Committee Chair’s name typed on the
signature line. However, no original signatures should be scanned or in any way included in the
online submission. The originad title page, with the signatures, should be submitted directly to
The Graduate School. Doctora students must submit the original signed title page and




approva page by the approva copy deadline. Masters degree candidates must submit the
origina signed title page and approval page by the final submission/degree clearance deadline.

Dedication (Optional)

A dedication gives special tribute to a specific person(s). Thereis no heading on this page. Most
dedications are short, beginning with the word “To....” The dedication is typed alone on the
page, usually centered. This page should have a1 ¥z inch top margin or the dedication may be
typed in the middle of the page (top to bottom). The text of the dedication is double-spaced. The
preliminary page number ii should be centered at the 1 inch bottom margin. When a dedication
isincluded, the approval page, normally preliminary pageii, will become preliminary pageiii.

Approval Page (Required)

The signatures of the thesis/dissertation committee chair (or co-chairs) and committee members
attest to the acceptance of the paper. The approval page follows the format shown in the sample
at the end of thisguide. The heading APPROVAL PAGE is centered at the 1 %2 inch top margin.
A lineis provided for the signature of the committee chair (or co-chairs) and one line for each of
the committee members. If you type the committee names under the signature lines, do not
include titles or degrees.

At the bottom, left side of the page, include the lines for the date of acceptance and the date of
thefinal oral examination. For master’s students who do not have afinal ora examination, omit
thisline.

The preliminary page number ii (or iii, if adedication isincluded in the document) is centered at
the 1 inch bottom margin.

Students must include an unsigned approval page in the appropriate location within the document
submitted online. The online version can include the committee members' names typed on or
under the signature lines. However, no origina signatures should be scanned or in any way
included in the online submission. The original approval page, with the signatures, should be
submitted directly to The Graduate School. Doctoral students must submit the original signed
title page and approval page by the approval copy deadline. Masters degree candidates must
submit the original signed title page and approval page by the final submission/degree clearance
deadline.

Acknowledgments (Optional)

When included, acknowledgments should be brief, simple and free of sentimentality or trivia. It
IS customary to recognize the assistance of the advisor and/or committee chair, all other members
of the committee, and only those organizations and/or persons who actually aided the research. If
financial support was provided to make the study possible, credit for such assistance should be
given.

The heading ACKNOWLEDGMENTS istyped in the center at the 1 %2 inch top margin. The
text is double-spaced with the preliminary page number centered at the bottom margin.



Preface (Optional)

A preface is a statement that either explains the author’ s reasons for pursuing this subject matter
or provides a personal comment about the subject that would not otherwise be included in the
document. The heading PREFACE is centered at the 1 %2 inch top margin. Thetext is double-
spaced with the appropriate preliminary page number(s) centered at the bottom margin.

Table of Contents (Required)

Thetable of contentsis placed immediately after the acknowledgments or preface and contains a
listing of al of the items that follow. Thetable of contents lists only the items that follow it. It
does not include the items that precede it.

The heading TABLE OF CONTENTS is centered at the 1 %2 inch top margin. One double-space
down from the heading, the word “Page” is typed flush with the right margin. Page numbers for
each chapter title/heading and each subtitle/subheading are listed on the table of contents and
should be right flush, beneath the word “Page.”

The contents begin at the left margin, one double-space below the word “Page.” Preliminary
items, such as LIST OF TABLES, are typed flush with the left margin, followed by a series of
dots, known as leaders, and the page number typed flush with the right margin. Please note that
the abstract, title page, and approva page are not listed on the table of contents.

Following the preliminary items, the word CHAPTER stands alone on aline at the left margin.
Chapter headings are numbered with Roman numerals, aligned by their decimals. The chapter
titles are typed in capitals and are worded exactly as they appear in the text. The indentation of
chapter titles, subheadings, and subdivisions follow exactly the form used in the sample table of
contents at the end of thisguide. It isnot required that students list subheadings on the table of
contents. However, when subheadings are listed, all subheadings of that level must be included.
These are listed using the exact wording and capitalization used in the text. In most cases, the
first letter of al words is capitalized except articles, conjunctions, and prepositions of four or
fewer letters. Dot leaders extend from the last word of each item to the corresponding page
number.

When atitle or subheading must exceed one line, the subsequent ling(s) should be single-spaced
and indented two spaces. Double-spacing is used between each chapter title. If thereare
subheadings included, these should be typed single-space with a double-space separating them
from chapter titles above and below. See the sample page in the back of this guide.

Consider utilizing bookmarks for the items included on your Table of Contents.

Theses that are not structured using chapters should exclude the heading, CHAPTER. For
example, M.F.A. students submitting poetry should list each poem, double-spaced, followed by
the dot |eaders and the corresponding page numbers. Students submitting a two-paper thesis
should list the titles and references/bibliographies of each paper, double-spaced, in all capital
letters, followed by the dot |eaders and the corresponding page numbers.
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List of Tables (Recommended if tables are present)

Thelist of tables follows the table of contents and begins on a separate page. The heading LIST
OF TABLES is centered at the 1 %2inch top margin. The remainder of the pageis set up
basically the same as the table of contents, with the column heading “Page” typed at the right
margin followed by a double-space, then the list of table numbers and titles. Each tabletitle
should be followed by dot |eaders and the page number. All tabletitles must be listed in order
using the exact title (as it appears on the actual table) and the appropriate page number. Tables
should be numbered in the order they appear in the paper, using the numbering system provided
in the style guide selected.

Titles of more than one line are single-spaced, with second and succeeding lines indented two
spaces. Double-spacing is used between tabletitles. Only titles, not explanatory notes, should be
included on the list of tables.

List of Figures (Recommended if figures are present)

Thelist of figures follows the list of tables on a separate page. All illustrations other than tables
are designated as figures. These items should be numbered with Arabic numbers consecutively
as they appear in the paper, using the numbering system provided by the style guide selected. All
figure titles should be listed in order using the exact title (asit appears on the actual figure) and
the appropriate page number.

Titles of more than one line are single-spaced, with second and succeeding lines indented two
spaces. Double-spacing is used between figure titles. Only titles, not explanatory notes, should
be included on the list of figures.

Text (Required)

Chapters

The division of the main text of the paper should be appropriate to the character of the work and
in accordance with the practices in the student’ s field of study. Normally, the text of the paper
includes an introductory chapter, a documentation of previous work in the field, the specific
proposition to be investigated, a complete explanation of the methodology used, a discussion of
the results and their significance, and a summary.

Each major division, usually called a chapter, should begin on a new page. The first page of each
chapter has a very specific format:

n Two inch top margin.

u The heading is centered, typed in all capitals, and uses Roman numeral designations (ex:
CHAPTER ).

Double-space (the equivalent of two single-spaces).

The chapter title is centered and typed in all capitals.

Triple-space (the equivalent of three single-spaces).

First subheading or begin text.

The text of the thesis or dissertation should be double-spaced.

11



Subheadings
For complex theses or dissertations, the use of multiple “levels’ of subheadings may be

necessary. The use and placement of subheadings should be consistent throughout the entire
document. Each new “level” should be distinct from the othersin placement and/or structure
(underlined, italicized, bold, etc). Y our style guide should provide a clear pattern for subheading
placement and order.

Tablesand Figures

Statistical information is usually set up in tabular form. Tables may be placed on a page with
text or on separate pages. If placed in the text, the table should follow the point of first reference
as closely as possible and should be separated from the text by atriple-space (both above and
below). If thisisnot practical, the text is continued and the table is inserted on the next page at
thefirst natural break in thetext. Tables are numbered consecutively and table captions should
be in accordance with the selected style guide. The table isthen typed beginning one double-
space below the last line of the caption, either single- or double-spaced.

[llustrative materials such as graphs, diagrams, photographs, drawings and maps are referred to
asfigures. Some of these items may be best included as multimediafiles. In these cases, please
use the multimediainstructions provided on the submission website or visit:
http://dissertations.umi.com. If theillustration isincluded in the text, it should be inserted as
closely as possible to itsfirst reference. Figures are numbered sequentially throughout the text in
Arabic numbers. The placement of figure titles, either above or below the figure, must be
consistent throughout the paper.

In some cases, it may be necessary to reduce atable or figure photographically or using adigital
scanner, since thetitle and legends should appear on the same pages as the figures they
accompany. If thetable or figure islandscape format, the top should be placed at the 1 %2 inch
left margin. Please note that the page numbers on landscape pages must appear in the same
position and direction as the page numbers on portrait pages. All tables and figures must
conform to the specified margin requirements.

Reference Materials (Required)

The thesig/dissertation should contain the appropriate references to original literature relevant to
the research presented in the paper. In the humanities and social sciences, this documentation is
achieved through footnotes or endnotes and a bibliography. For specific formatting details,
please refer to the style guide recommended by the thes s/dissertation committee.

All bibliographical references should clearly show the sources of the writer’s information. When
primary sources are not available, reference to a source known only through a secondary
reference must be noted so as to provide readers with the meansto check original sources.

The bibliography must include all references cited. Useful references not cited in the text, but
highly relevant to the investigation may also be listed in the bibliography.

12
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The first page of the reference materials should immediately follow the last page of the text.
The heading REFERENCES (or BIBLIOGRAPHY , depending on your style guide) is centered at
the 2 inch top margin. Double-space after each reference listed.

Appendices (Optional, as needed)

The appendices may contain tables of datathat would interfere with the easy reading of the text,
development of mathematical treatments, very long quotations, schedules, forms, interviews,
inventories, samples of test items, surveys, illustrative materials, and any other supplementary
material considered worthy of recording or too detailed to be included in the text. If diverse
materials are included, they should be grouped into categories and each category labeled as a
separate appendix (ex: Appendix A. Tables; Appendix B. Consent Forms; etc.) Each appendix
should have alettered heading and a descriptive title typed on the actual appendix item and listed
on the table of contents.

The appendices follow the reference materials and are paginated continuously, with the page
numbers placed in the same position as throughout the text. All items must meet the specified
margin requirements.

PROOFREADING AND EDITING

After final approval by the advisor, the text should be proofread carefully by the student or other
interested person for editorial accuracy. Spelling, grammar, punctuation, and sentence structure
should be consistent with the rules of formal standard English, and the citation method should be
consistent with the appropriate style guide.

TWO PAPER THESIS (M.A. in English only)

In instances where the body of the thesisis made up of two or more “papers,” the document
should be set up to include two abstracts, one for each paper. These theses should have only one
title page, listing both titles, separated by the word “AND.” The table of contents should include
any preliminary introduction (where applicable), the title of the first paper, the references, the
title of the second paper, and the references. Each item should be left flush, in all capital letters,
followed by the dot |eaders and the corresponding page number. The thesisitself should begin
with abrief introduction of the two papers, followed by the first paper, its references/
bibliography, the second paper, and its references/bibliography.

M.F.A.IN STUDIO ART
Students should include images with their online thesis submission using any of the formats

listed on page 6 of this“ Guide.” Add these items as “ Supplemental files.” See pagesl6-17 for
details regarding the online submission process.
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DEADLINES: WHAT'SDUE & WHEN?

| Doctora | Master's
Approval Copy Final Deadline Approval Copy Final Deadline
Deadline 1. Final, corrected Deadline 1. Original, signed
1. Original, signed online document 1. Online document  |[title page and
title page and submission submission. The approva page
approva page 2. ETD Release & thesis defense may 2. Final, corrected
2. Online document Hold Harmless occur after this online document
submission Agreement form submission. submission
3. Survey of Earned 3. ETD Release &
Doctorates * PhD Hold Harmless
only Agreement form

Check the University Calendar for the specific deadlines relevant to the semester in which you
plan to receive the degree. The Approva Copy deadlineis specifically listed for both doctoral
and masters candidates. The Final Submission deadlineisthe final date for the complete
clearance of graduate degree candidates. These deadlines are strictly enforced.

The ETD Release and Hold Harmless Agreement form can be found on The Graduate School’s
website. Click on “Current Students’ and then select “ETD Supporting Forms” on the left
navigation bar. Thisitem requires an original signature and therefore cannot be submitted

electronically.

The Survey of Earned Doctorates will be sent viaemail to al Ph.D. candidates upon review of

the dissertation approval copy. Please complete the Survey and return it to The Graduate School

by the Final Submission deadline.

All paper items (original signed pages, ETD Release and Hold Harmless Agreement form,
Survey of Earned Doctorates) should be submitted directly to The Graduate School:

Attn: Thesis/Dissertation Evaluator

The Graduate School
UNC Greensboro
241 Mossman Bldg.

1202 Spring Garden Street

Greenshoro, NC 27412
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BEFORE YOU SUBMIT YOUR THESIS/DISSERTATION

There are afew specific items which students should consider, and perhaps even discuss with

their Committee Chair, prior to beginning their ETD submission.

1. Do you need to copyright? For more information about copyright, visit the U.S.
Copyright Office viathe Library of Congress website at www.copyright.gov
Keep in mind that if you do choose to copyright, you must include a copyright pagein
your document. See p.3 of this“Guide” for more information. There is an additional
charge for copyrighting.

2. Do you want to purchase personal copies of the manuscript? This decision must be made
prior to submitting your ETD. After you have completed this portion of the submission
process, you cannot get back to it to change your decision. Keep in mind, however, that
you can use alocal bindery to prepare personal copies instead of ordering from PQIL.

3. Do you need to embargo or restrict access to this document? In most cases, embargoes are
needed when a student has a patent pending or other technology transfer issue. However,
afew publishers may note concerns about journal articles, creative works, or potential
books made available online. In these cases, students may also want to consider placing
an embargo/restricting access to the ETD. Please discuss this issue carefully with
potential publishers and with your committee chair.

*** Please note that UNCG policy allows a one year or atwo year embargo/restricted
period. Students selecting an embargo will be required to submit an additional form, the ETD
Reguest to Restrict Access form, which must be signed by both the student’s committee chair
and the Dean of the Graduate School.

SUBMITTING THE APPROVAL COPY

The approval copy of the thesis or dissertation must be submitted to The Graduate School, via
the online submission process, by the posted deadline during the semester in which the student
intends to graduate. This date is posted on the University Calendar (and can be found via The
Graduate School’ s website). Please do not submit a paper copy of the document or email thefile
to The Graduate School. The online submission system is designed to allow multiple
submissions (approval copy and revised/final). Only the final document will go forward for
publication.

Doctora Students must also submit original, signed title and approva pages directly to The
Graduate School (see address on p.14).

For master’ s candidates, the thesis defense does not need to occur prior to submission of the
approva copy. Though your document will continue to change as you work toward the defense,
the approval copy submission alows the thesis evaluator an opportunity to give you formatting
comments early enough in the semester for these changes to be incorporated into the final
product.
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Please review the following areas of your document for formatting accuracy prior to submitting
your thesis/dissertation:

O

O

O

The wording of the author’s name and the thesis/dissertation title should be the same on
the Abstract as on the Title Page.

Page numbers listed on the Table of Contents correspond to the actual page numbersin
the text.

The chapter titles and subheadings listed on the Table of Contents are worded exactly the
same asin the text. The use of capitalization and punctuation should also be the same.
The specific margin requirements of this“guide’” have been followed throughout the
document (including tables, figures and appendices).

The first page of each chapter is set up correctly: 2 inch top margin, chapter heading
centered in all CAPITAL letters using Roman numerals (ie. CHAPTER I1); double-space;
chapter title centered in all CAPITAL letters; triple-space; begin text.

The order and placement of subheadings, both on the Table of Contents and throughout
the text, are clear and consistent. Each new subheading level should have adifferent
indentation on the Table of Contents and a coinciding unique placement or handling in
the text.

ONLINE SUBMISSION PROCESS

Converting the Document to a pdf File

There are several options for converting a document to a pdf file.

Adobe Acrobat isthe most common software used to create pdf files. Acrobat is
available on the campus lab computers. It isaso areliabletool for pulling together
multiple Word files into one pdf file.

The ETD submission site provides a pdf converter for Word and rtf files. If you use this
converter, be certain to look carefully at the pdf document before submitting it to The
Graduate School.

Adobe Acrobat also offers an online service, for asmall charge. For more information,
visit the Adobe website: http://www.adobe.com/services/createpdf/pdf prodinfo.html
Although there are many pdf conversion programs available, many of which are free,
some of the most common are:

DocMorph

PDF Zone

Ghostscript (capable of converting postscript, TeX and LaTeX files to pdf)

Printing, copying and computing services (such as Kinko’s) can aso assist students with
the pdf conversion (afeewill be charged).

After converting your document to a pdf file, be certain to carefully review the format
(preliminary pages, margins, pagination, figures and tables, etc.). You may be able to make the
corrections in the pdf file, but it is best to go back to the origina document, determine the
problem, and make the correction there. Then, convert the corrected document and check it
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again. If aproblem still exists, you may need to consult an IT staff member by calling 256-
TECH.

If you did not include bookmarks in your Word file, consider adding bookmarks for the Table of
Contents.

Online Submission of ETD
After the pdf file has been created, students should complete the following steps:

1 Go online to The Graduate School’ s website www.uncg.edu/grs, click on “ Current
Students,” then select “ Submit your Electronic Thesis/Dissertation” on the left navigation
bar.

2. Review al instructions and guidelines for submission, then click on the “Submit my
Dissertation/Thesis’ in the Ready to Begin? box.

3. Create an account by entering the requested contact information, including avalid email

address, and selecting a personal username and password. An email will immediately be
sent to you. Activate your account by following the link included in the email.

4, Once you have activated your account, follow the submission instructions provided on the
site.
Instructions/Befor e Y ou Begin/Fees—Review the information provided carefully.
Publishing Options

> Two publishing options are now available. Please consult the * Publishing Guides’
available on the site for detailed information prior to making your selection.
> Two publishing restriction options are also available. Please note that in most

cases no restriction is needed. Consult with your committee chair before selecting
adelayed release/embargo. If an embargo is appropriate for your document, be
certain to select the appropriate amount of time in one of these boxes. UNCG’s
ETD policy allowsthe opportunity for a 1 year or 2 year embargo. Your
selection here should match your selection on the ETD Release and Hold
Harmless Agreement form. Students selecting an embargo will be required to
submit an additional form, the ETD Request to Restrict Access, which must be
signed by both the student’s committee chair and the Dean of the Graduate
School.

Publishing Agreement—Review the information provided carefully. Please consult the

“Publishing Guides’ for detailed information.

Contact I nfor mation—Enter your current and future contact information.

Dissertation/Thesis Details-Enter the title of your thesis or dissertation, capitalizing the

first letter of al important words. Provide the requested information regarding your

submission. Y ou will need to “cut and paste” the abstract from your original Word

document into the box provided. Be sure to include the information at the top of your

abstract as well as the text of the abstract.

Pdf-Browse for and select your document file. If you have not already converted the

document to a pdf file, you can do so on this page.

Supplemental Files (optional)-If you have any supplemental files (ie. images for the

MFA in art, etc.), browse for and name/describe each file. These files may include
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images, sound or video components of the thesis or dissertation that are acritical part of
the study, but could not be incorporated into the pdf. If you do not have any supplemental
files, proceed to the next section.

Notesto Administrator (optional)—If you have any questions or information that should
be shared with the Evauator (other publishing arrangements, patents pending, etc.), you
can include a message in the “Notes to the Administrator” box.

Register U.S. Copyright—If you have previoudly filed for a copyright, please indicate in
item #1. Y ou must also include the registration number and year. Initem #2, make
selection regarding copyrighting your thesis/dissertation. If you choose to “File for a new
copyright,” ProQuest will file for the copyright with the U.S. Copyright Office on your
behalf. A $55 feeisrequired for thisservice. You will not be able to change this decision
after your initial ETD submission.

Order Copies (optional)-The next screen will offer you the option to order personal,
bound copies of your thesis/dissertation directly from ProQuest. Keep in mind that the
printing of these copies will not begin until after the UNCG Evaluator uploads the batch
of documents shortly after the close of the semester. From that point, you can expect to
receive your copiesin 8-12 weeks. If you choose to order, be sure to include a shipping
address that will be appropriate at |east 8-12 weeks after your graduation. Y ou may aso
wish to consider using alocal bindery or an online printing/binding service. Y ou will not
be able to return to this option after your initial ETD submission. Please note that only
the final document, not the approval copy, will be the version that goes forward for both
publication and printing.

Submit & Pay—Verify the information shown is correct and continue with submission.
The “Order Summary” should include the publishing fee along with any personal copies
you opted to order. Publishingisrequired of all UNCG students submitting a
thesis/dissertation. If you have opted to copyright, the additional $55 copyright fee will
be added to total.

If you selected Open Access publishing, the additional $95 will be added to the traditional
publication fee.

Check all information for accuracy and enter the payment information. Y ou can use any
of the following credit cards: MasterCard or Visa. Y our credit card will be charged
immediately.

Last, the “Order Summary” screen displays the information you have provided and the
order placed. When you are satisfied with your submission, click the “Print” button to
print a copy of your “Order Summary.” Within afew minutes, you will receive a
confirmation email. Please also print or save the email for your personal records.

What Happens Next?

The Graduate School Evauator will aso be notified that you have submitted your ETD. Within
afew days, the Evaluator will review the thesis or dissertation, and will send you an email
regarding any formatting changes that must be made prior to acceptance as afinal product.
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Once received, the student should make the necessary formatting correctionsin the origina thesis
or dissertation file(s).

REVISED/FINAL SUBMISSION

After completing all required corrections and changes, you should submit the final document.
Therevised/final submission must be made by 5:00 pm on the date for the complete
clearance of graduate degree candidates. This date is posted on the University Calendar (and
can be found via The Graduate School’ s website).

Converting to pdf

Once again, the document must first be converted to a pdf file. After the conversion, be certain
to carefully review the format (preliminary pages, margins, pagination, figures and tables, etc.).

If you find any errors, you may be able to make the corrections in the pdf file, but it is best to go
back to the original document, determine the source of the problem, and make the correction
there. Then, convert the corrected document and check it again. If a problem still exists, you may
need to consult an IT staff member by calling 256-TECH.

Revised/Final Submission

After the revised pdf file has been created, students should use the link in the Evaluator’ s emall
to re-enter the submission site. Y ou can aso re-submit by entering the ETD submission site and
clicking on “Review/Revise existing submission.” Here, you can select the areas that require
revision and submit only the needed changes (in most cases, thisisjust the revised pdf).

All final “paper” items are also due to The Graduate School by this deadline (see chart on p.14).
Thisincludes the original signed title and approva pages for master’s candidates.

What Happens Next?

The Graduate School Evauator will review the final submission of the thesis or dissertation to
ensure that all necessary corrections were made. Within a few days, you will be notified via
email regarding the status of the document—if there are additional changesto be made or if
the document is accepted. Continue checking your email regularly until you receivethe
“Congratulations’ message.

Y ou cannot be cleared for graduation until your document receives final acceptance and all
required paper items have been submitted to The Graduate School. The Graduate School
reserves the right to refuse any paper which does not meet the established standards of form. The
student is responsible for accuracy in content and form.
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BASIC CHECKLIST

____Type, clear and dark
____Fonts embedded

Margins:
____Abstract: 1%2" top margin
1" top and left
____ 1" bottom and right
___ Chapter headings: 2" top margin
__Appendices reduced (if necessary) to meet margin requirements

Pagination:
____Page number placement consistent throughout paper
____All pages checked and in proper order; no duplicate page numbers; no missing pages

Organization of Text:
_ Abstract
____Title Page-Original, signed page to The Graduate School
___ Copyright page for each copy (optional)
____ Dedication (optional)
____Approval Page-Original, signed page to The Graduate School
____Acknowledgments page (optional)
____ Preface (optional)
____Tableof Contents
____List of Tables (optional)
___List of Figures (optional)
_ Text
___References or Bibliography
___Appendices (optional)

Other:
____Survey of Earned Doctorates completed (Ph.D. candidates only)
____ ETD Release and Hold Harmless Agreement form completed and signed

Audio/Visual:
____Supplemental filesincluded with online submission, as needed



DOE, JOHN S, M.S. Measuring Divorce Liberality. (2008)
Directed by Dr. Samuel S. Smith. 71 pp.

The purpose of Phase | of this research was to assess the relationship of divorce liberality
with (a) attitudes toward working wives and (b) religiosity. Ninety-five white, never-married
community college students, 60 females and 35 males, comprised the sample.

A 2 x 3 ANOVA showed that subjects with unfavorable attitudes toward working wives
were significantly more conservative in their attitudes toward divorce than subjects with
favorable or less favorable attitudes toward working wives. There were no differencesin the
divorce attitudes of males and females, and no interaction effects of attitudes toward working
wives and sex of respondent were found. A one-way ANOV A revealed that subjects who felt
religion was very important in their lives were significantly more conservative in their divorce
attitudes than subjects for whom religion was either fairly important or not very important.

The purpose of Phase Il was to understand and measure divorce attitudes more
adequately. Nineteen university undergraduates completed the original questionnaire used in
Phase | and responded to questions regarding those items. The responses provided information
about the subjects’ attitudes toward divorce which was used first by a panel of undergraduates
and then by a panel of graduate "experts' to formulate new items intended to discriminate
between liberal and conservative divorce attitudes. The result was aface-valid, four-item, Likert-

type instrument to measure divorce liberality.
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CHAPTER |

INTRODUCTION

The detailed instructionsin the “ Guide for the Preparation of Theses and Dissertations’
are intended to lend a uniform appearance to theses and dissertations at The University of North
Carolina at Greensboro and must be followed by all disciplines. Whileit is recognized that
papers from divergent areas of study will exhibit differences, certain requirements of format are
necessary.

Without exception, no thesis/dissertation will be accepted by The Graduate School until
itisinfinal form. Students should acquire the guidelines early in the preparation of the
document so that they may implement the required format as they begin to write.

Generally, athesis or dissertation consists of four major parts-the abstract, the
preliminary material, the text and the reference materials. Some papers a so include appendices.
In the “Guide,” pages six through eleven provide specific information regarding the formatting
requirements of each of the four major parts as well as the minor parts found within them.

The approval copy of the thesis or dissertation must be submitted via The Graduate
School’ s online submission system by the deadline date for the semester in which the student
plansto graduate. This dateis posted on University calendar. Students who would like to
submit an approval copy in advance of this date are welcome to do so. The approval copy of the
thesis does not need to be signed/approved by the thesis committee at the time of submission.

The approval copy of the dissertation must include the submission of the original, signed title



page and approval page. All approval copiesinclude the major and minor parts specified in the
“Guide.” The online submission system is accessible from The Graduate School’ s website.

The approval copy should be uploaded no later than 5:00 pm on the deadline date.
Doctoral students must also submit the original signed title page and approval page by this
deadline. The Graduate School Evaluator will review the document for format and consistency.
Within afew days of the submission, the Evaluator will email all comments and corrections
directly to the student.

It isthe student’ s responsibility to make the necessary corrections and changes to the
document. After all changes have been made, the revised document should be converted to a pdf
file and uploaded to the submission system via the link provided in the Evaluator’ s email
message. This revised/final submission must be completed by 5:00 pm on the date for the final

clearance of graduate degree candidates.
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