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Instructions for preparing and submitting theses and dissertations for the Master's and 
Ph.D. Degrees. 
 
NOTE: ORIGINAL SIGNATURES ON COVER SHEET MUST GO TO 
GRADUATE OFFICE, 304 WENTWORTH HALL 
 
DO NOT PUNCH HOLES IN THESIS - IT CANNOT BE BOUND IF PUNCHED!! 
 
The thesis is the product and the record of your research effort.  One copy will be 
deposited in the Baker Library Archives; for the master’s degree the second copy will be 
placed on general circulation.  All Ph.D. theses will be microfilmed and kept on deposit 
at University Microfilms, Inc., Ann Arbor, Michigan, from whom microfilm copies may 
be purchased.  Theses may be copyrighted by the author (see page 3) or by special 
arrangements with University Microfilms.  Abstracts of all Ph.D. theses will be published 
in the publication Dissertation Abstracts. 
 
 
I. PREPARATION OF THE MANUSCRIPT 
 
1) The abstract must not exceed 350 words and in most cases should be substantially 
shorter.  The abstract should contain: 
 
 1.  statement of the problem 
 2.  procedure or methods 
 3.  results 
 4.  conclusions 
 
2) The textual material should be typed on only one side of the paper and should be 
double-spaced throughout except for footnotes and long quoted passages.  A good grade 
of Bond paper preferably Dartmouth Bond of sufficient opacity should be used so that 
typing on the following page will not noticeably show through.  The paper should be 8 
1/2 x 11 inches in size.  The left-hand margin must be 1 1/2 in. wide on all pages of the 
thesis, including figures, appendices, etc.  The top, bottom, and right hand margins must 
be at least 1 in. wide.  It is essential that the manuscript be attractive in appearance and 
free from error.  A letter quality printer should be used in order to insure clear, dense 
copy.  Care should be taken that all corrections are made neatly. 
 
3) Illustrative material must be drawn in opaque, dark ink.  Identification of lines on a 
graph should be made by line symbols rather than by variation in color and large colored 
areas (e.g., countries on a map) should be indicated by cross hatching.  If black and white 
photographs are to be used, care must be taken that they do not have too much contrast.  
Dry mounting is the neatest and most permanent method to employ, although rubber 
cement and glue are acceptable.  If it is necessary to have materials larger than the 
standard page size, which must be folded in, these should first be reduced as much as 
possible consistent with their use so that there will be as few folds as possible.  Any 
folded pages must fold to within the page boundaries specified in paragraph 2.  It is often 
possible to reduce charts and graphs in size by the use of reduced photostats. 
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4) The thesis or dissertation must be typewritten.  Photocopy reproduction is acceptable if 
copies have high resolution, i.e. sharp, dark reproduction on clear white background 
using good quality bond paper.   
 
REMINDER:  DO NOT PUNCH HOLES IN THESIS 
 

II. FORMAT 
 
A thesis or dissertation ordinarily has three main parts:  the preliminaries, the text, and 
the reference matter.   
 
1) The Preliminaries 
 
a) Title Page (should conform to the sample title page appended), followed by a blank 
page.  If you wish to copyright your thesis, the copyright notation should be on this 
otherwise blank page.1   
 
(ALL SIGNATURES IN BLACK INK PLEASE!) 
 
b) Abstract (must not exceed 350 words) 
c) Preface, including acknowledgments 
d) Table of Contents, with page references 
e) List of Tables, with titles and page references 
f) List of illustrations, with titles and page references 
 
       
1  The copyright is made as follows: 
Copyright by 
John Arthur Brown 
2008 
 
2) The Text 
 
a) Introduction 
 
b) Main body, with the larger divisions and more important minor divisions indicated by 
suitable headings. 
 
3a) Appendices 
 
3b) References 
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4) Page Numbering 
 
Each page in a dissertation, except the blank page following the title page, should be 
assigned a number.  
 
1) For the preliminaries, small Roman numerals (ii, iii, iv, etc.) are used.  The numbering 
should begin with ii, on the abstract.  The title page counts as page i but the number does 
not appear.  The blank page is not counted or numbered. 
 
2) For the remainder of the dissertation, including the text, illustrations, appendices, and 
references, Arabic numerals are used.  Each page must be numbered.  Do not use letter 
suffixes such as 10a, 10b, etc.  The numbering should begin with 1 and run consecutively 
to the end of the dissertation.  The page number is placed at the center bottom.  If the 
description of an illustration is too long to be placed on the same page, it should be 
placed on the previous page, not on an unnumbered page. 
 
3) When the appendices are bound as a separate volume, this volume should contain a 
title page duplicating the title page of a textual volume, with the addition of the word 
"Appendices" or similar descriptive word, just below the title.  The pages in this volume 
are numbered consecutively with Arabic numerals, counting the title page as 1 (although 
this number does not actually appear on the title page). 
 
 
III.  SUBMISSION OF THESES AND DISSERTATIONS 
 
1) The thesis should be presented to the candidate's examining committee via the chair of 
the thesis committee at least one week before the date of the final oral examination.  Note 
that some graduate programs have other time-lines.  The number and nature of copies 
required may be established by the chairman of the committee, but normally there should 
be one copy for each member of the committee.  It is possible, and in some cases may be 
desirable, that this be a polished draft rather than the finished copy prepared for 
submission.  This should be discussed with the chair of the examining committee. 
 
2) After the examination, any changes or additions required by the examining committee 
should be made and the official copy/copies of the thesis or dissertation in its final form, 
endorsed by the examining committee, shall be presented to the Graduate Office.  The 
form certifying completion of the degree requirements, signed by the Department chair, 
must accompany the thesis. 
 
3) Each candidate for the Master's degree (other than those for whom the thesis is not 
required) must submit two official copies of his/her thesis to the Graduate Office.  
Individual departments or programs may require an additional copy. 
 
4) Each candidate for the Ph.D. degree must submit one official copy of his/her thesis to 
the Graduate Office, 304 Wentworth Hall.  Your abstract must not exceed 350 words 
and in most cases should be substantially shorter.  Once you have submitted your thesis 
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to the Graduate Office, you then need to do the electronic submission at the following 
web address; http://www.dartmouth.edu/~gradstdy/students/thesis/index.html. 
 
5) The candidate must deposit the official copy/copies in the Graduate Office, 304 
Wentworth Hall (please bring in a box) no later than the Thursday of the week 
preceding Commencement week. (THURSDAY, JUNE 3, 2010 no later than 3pm). 
 
6) If you have any questions or would like Ruth Dube to check your thesis before you do 
the final printing, please contact Ruth in the Graduate Office. 
 
NOTE: There are several forms to be filled out in the Graduate Office before the 
thesis can be sent to the library.  Please allow about 30 minutes to do the 
paperwork. 
 
 


