COE Thesis / Project Format Guide

Overall Format Presentation

· Double Space entire paper and do not leave extra spaces between headings/tables/figures.

· Number each page; Page numbers must be placed in the upper right corner in the same position as the rest of the text.

· – Roman numerals (i, ii, iii, iv, v, vi…) before chapters 

· Arabic numerals (1, 2, 3, 4, 5…) for chapters and the rest of the document

· Running Head – add a condensed title in the right justified header for all pages 

· Margins must follow the following requirements:

Left margin:
1.5”

Right margin:
1.25”

Top margin:


- Page numbers:
1” FROM TOP-RIGHT CORNER


- Text:
1.25” minimum, 1.5” maximum

Bottom margin:
1.25” minimum, 1.5” maximum.

Because margins can shift during printing, it is advisable to print sample pages and measure 

the margins on them.
· Printed on 100% cotton 20-24 pound weight paper. Paper must not contain lines, smudges, spots, or shaded background.  Watermarks identifying cotton content must appear on each page.

· Photographs, maps, charts, color copies, and some special illustrative materials may be placed, prepared, or reproduced on paper different from that of the regular text  (for example, color copies on cotton paper will smudge; use paper specifically made for color copying).  On either side of this special paper, students must include a blank sheet of the specified cotton, acid-free paper.  Students also must place one extra sheet at both the front and the back of the thesis.
· All printing must be one-sided.

· Style and Fonts: Master’s candidates must check with their thesis chairs or their graduate program directors/coordinators for further information regarding thesis formatting and the citing of sources.
Title Page

· Running Head Introduction (Example - Running Head: Condensed Title) – left justified

· Title - centered

· Author – full name - centered

· University Name – centered

· No pagination necessary

Thesis Abstract

· Title “THESIS ABSTRACT” in caps - centered

· Body of abstract – see abstract rubric for guidance 

· Double spaced

· Limit one page

· No more than 350 words

· Keywords – left justified, “KEYWORDS” capitalized, and the key words are in alphabetical order.

Example: KEYWORDS: action research, high school, peer coaching, writing workshop

· Roman numeral pagination (i, ii, iii, iv, v, vi…)

Acknowledgement Page 

· Optional

· Your choice of content

· Do not include in Table of Contents

· Roman numeral pagination (i, ii, iii, iv, v, vi…) 

Table of Contents (Center Title, Double Space & Include Page Numbers)

· All preliminary pages listed

· In correct order

· Pages listed correspond to actual pages

· Organized layout

· Abstract – use Roman page numerals (i, ii, iii, iv, v, vi…)

· List of Tables – use Roman page numerals (i, ii, iii, iv, v, vi…)

· List of Figures – use Roman page numerals (i, ii, iii, iv, v, vi…)

· Chapters (Body of Work) – use Arabic page numerals (1, 2, 3, 4, 5…)

· References – use Arabic page numerals (1, 2, 3, 4, 5 …)

· Appendices (Appendix A, B, C …) – use Arabic page numerals (1, 2, 3, 4. 5 …)

Example: “Chapter One: Introduction ……………………Page 1”

List of Tables

· On separate page(s) following Title of Contents

· Item numbered, title, page number provided

Example “Table 1: Title ………………………………………Page 15”

· Roman numeral pagination (i, ii, iii, iv, v, vi…)

List of Figures

· On separate page(s) following Title of Contents

· Item numbered, title, page number provided

Example “Figure 1: Title ………………………………………Page 21”

· Roman numeral pagination (i, ii, iii, iv, v, vi…)

Chapters – See Chapter Rubrics for guidance. 

· Headings – follow APA format 

· Citations – follow APA format

· Tables – follow APA format

· Figures – follow APA format

· Arabic numeral pagination (1, 2, 3, 4, 5…)

References

· Follow APA Format

· Alphabetize all references - when two of the same authors please go by date.

· Left justify the first line and then indent the following lines for each reference.

Book Example “Author Last Name, Initials. (Date). Title. Publishing Location: Publisher.”

· Arabic numeral pagination

Appendices
· Headings – Label each appendix using letters (A, B, C…)

· Arabic numeral pagination (1, 2, 3, 4. 5…)
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