MONTCLAIR STATE UNIVERSITY

THE OFFICE OF GRADUATE ADMISSIONS &
SUPPORT SERVICES

Procedures and Guidelines
for the
Preparation of the Doctoral Dissertation

March 2005



INTRODUCTION

A dissertation pertaining to a significant topic in the major field is required of all doctoral students. The

doctoral dissertation should be original, significant, and independently carried out. The dissertation must be a
written work of original resear ch, ledgeandnmesetyofat i ng
theoretical, methodological, historical, and empirical issues relevant to the chosen research topic. Once a

student has advanced to candidacy, the dissertation may be formally begun and the committee formed.

Statement of Responsibii

Students are responsible for following the requirements set forth in this dissertation guide and any additional

guidelines established by their department or program. (To determine if your program has additional or special
guidelines, student shouldcont act t heir dissertation chair or doc
responsibility to locate appropriate materials, perform the necessary research, develop conclusions, and present

all of the above in a form, which meet standards acceptable to the discipline.

Plagiarism in any form is unacceptable and will result in serious disciplinary action including loss of

matriculation. I f detected after gr Studensmustact, t h
ethically in all aspects of the dissertation process. Students are expected to know, understand and follow the
policies and procedures as outlined in the stude

as well as other University policies.

Subject content and appropriate supervision of all aspects of the dissertation process is the responsibility of the
dissertation chair and committee. The Office of Graduate Admissions & Support Services will approve the
Dissertation only if style, form, and content standards appropriate for the department are maintained.

THE DISSERTATION

Dissertation Chair and Committee Selection

A dissertation committee composed of a minimum of three faculty members is required. The three committee
members must be Montclair State University doctoral faculty. For Ed.D. in Pedagogy program students, one
member must be from outside the student’s specia
committee must be from industry or outside the University. Requests for members of the committee from

outside the University must be made in writing to the Director of the Office of Graduate Admissions & Support
Services. Such outside faculty members must meet the criteria for MSU doctoral faculty in order to be

approved as a member of the committee. One of the Montclair State University doctoral faculty members from

the student’s doctoral program will serve as the
dissertation chair, select the committee and file for Dissertation Committee approval through the Director of the
Office of Graduate Admissions & Support Services. A sample of the form for the selection of dissertation

committee approval is included in this guide. Additional forms are available in the Office of Graduate

Admissions & Support Services or on our website at www.montclair.edu/graduate.



http://www.montclair.edu/graduate

Dissertation Proposal

After the doctoral student has been admitted to candidacy, the student is eligible to select a dissertation
committee and begin to work on the dissertation. Each candidate for the doctoral degree must prepare a
dissertation proposal. The proposal should set forth:

Statement of the problem/inquiry
Justification of proposed research

Relevant prior research

Procedures and methods of research/inquiry
Data sources, if relevant

Projected findings

Reference list

The full Dissertation Committee must meet in person with the student and discuss the proposal prior to its
approval. Interactive communication such as video or tele-conferencing may be substituted for an in-person
meeting only for those committee members from outside the University if necessary. A formal defense of the
proposal is required. The committee, through a consensus process, approves, modifies or disapproves the
proposal.

The dissertation proposal must be approved by the Dissertation Committee and the program coordinator, and
recommended to the Director of the Office of Graduate Admissions & Support Services. The student must
complete the Approval of the Dissertation Proposal form and submit it to the Dissertation Committee with the
final proposal for their review and approval. Once the Dissertation Committee and the program coordinator
have approved the proposal, the signed Approval of the Dissertation Proposal form with all the appropriate
signatures must be submitted with the final proposal to the Director of the Office of Graduate Admissions &
Support Services. The Approval of the Dissertation Proposal form is available from the Office of Graduate
Admissions & Support Services, and available on the Office of Graduate Admissions & Support Services’ s
website. In unusual circumstances, the Graduate Director may recommend that the Dissertation Committee
reconvene and reconsider the proposal.

A paper copy of the approved proposal must be given to each member of the committee and filed with the

Office of Graduate Admissions & Support Services. A dissertation defense may not occur in the same semester

as the approval of the dissertation proposal. The student must have an approved dissertation proposal within
three years of advancement to candidacy. | f
reviewed.

Research Involving Human Subjects

For research involvinghumanpar t i ci pants, once the student
dissertation committee, the candidate must apply and receive approval from the Institutional Review Board
(IRB) before conducting research and before submitting the dissertation to the Office of Graduate Admissions
& Support Services for final approval. The primary responsibility for insuring ethical treatment of research
participants lies with the student and dissertation chair. Research involving human participants requires the
filing of a Application for Review of Research Involving Human Participants through the Office of Research
and Sponsored Programs. A student may not commence work on the dissertation, nor will Graduate School
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approval be finalized, without the approval of the Institutional Review Board. The form for submission of the
proposal to the IRB is available from the Office of Research and Sponsored Program or can be downloaded
from their website at http://www.montclair.edu/pages/ORSP/humansubjects.htm. Please note the dates of the
IRB meeting in order to plan the submission of the proposal.

Continuous Matriculation

Once admitted to candidacy, students may commence work on their dissertation. Continuous enrollment is
required until all degree requirements have been
Continuous enrollment requires enrollment for three (3) semester hours per semester. After being admitted to
candidacy, if students do not enroll in a specific semester, a continuous enrollment fee equivalent to three (3)

semester hours of credit will be charged to the student.

Once Committee approval (and IRB approval if necessary) of the Dissertation Proposal is received students

must register for a minimum of three dissertation credits (xxx900) during the semesters in which they are

engaged in work on their dissertation. Once all other course work is completed, continuous matriculation

requires a minimum of three dissertation credits completed each semester up to and including the semester in

which they successfully defend the dissertation. The number of dissertation credits registered for each semester
should be arrived at through a deliberation between the student and dissertation chair regarding the amount of
student’' s time devoted toward the dissertation i

The Dissertation Defense

Once the dissertation chair and committee deem the dissertation ready for defense, the student must complete
the Application forDissertation Defense Daferm. This form serves to establish the date of the dissertation
defense, which must be approved and agreed upon by the Chair of the Dissertation Committee, all Dissertation
Committee members and the Director of the Office of Graduate Admissions & Support Services.

The Application for a Dissertation Defense Ddtem must be submitted to the Office of Graduate Admissions

& Support Services by March 1* for May graduation, May 1% for August graduation (students seeking an

August degree conferral must include with their Application for a Dissertation Defen&ate form letters of

approval from each committee member confirming their summer availability), and by November 1* for January
graduation. The student is required to submit with this form one copy of the dissertation for the Office of

Graduate Admissions & Support Services plus one copy for each member of their dissertation committee. The

Office of Graduate Admissions & Support Services will distribute these copiestoallme mber s of st he
committee for their use in preparing for the defense.

All copies of the dissertation submitted for the defense must follow the format guidelines included in this
handbook. Dissertation copies submitted for defense will not be accepted if not in this format. Please note that
there may be differences between the various discipline based formatting guidelines (e.g. APA, MLA) and those
of UMI. When this occurs, UMI requirements take precedence.

The oral defense of the dissertation is a two-hour examination scheduled according to the guidelines outlined
above. Attendance by the candidate and all members of the dissertation committee is required. The
defense will not be convened by the Office of Graduate Admissions & Support Services Representative if any


http://www.montclair.edu/pages/ORSP/humansubjects.htm

committee member is absent. If there is a committee member from outside the University, who lives at some

distance from the university, technology such as interactive communication via video or tele-conferencing can

beusedtofaciltat e t hi s member’'s participation

The Graduate Director or designee serves at the Office of Graduate Admissions & Support Services

Representative for each defense. The Office of Graduate Admissions & Support Services Representative will
set the location of the defense, advertise the defense, and convene the defense. He/she will ensure that the
defense begins on time with all members of the committee present, and that no committee member leaves
before the defense is finished. The Office of Graduate Admissions & Support Services Representative will

ensure that each member of the dissertation committee has sufficient time to ask principal and follow up

questions, and that the student is given adequate opportunity to respond to questions. The Office of Graduate
Admissions & Support Services Representative may ask questions of the student or committee members, but
does not have a vote in the initial decision to pass or fail the student. If there is a split decision, the Office of

Graduate Admissions & Support Services Representative may attempt to facilitate the resolution. The Director

of the Office of Graduate Admissions & Support Services brings to the defense the Report of Dissertation

Defense

The following policies pertain to the voting procedures for the dissertation defense:

One vote is taken with three and only three possible outcomes (all members of the dissertation committee vote).

The outcomes (pass, fail, or pass with conditions) are as follows:

RULES WHICH DETERMINE A PASS OUTCOME:
e The committee unanimously passes the dissertation with no required content changes.
e The Report of Dissertation Defengerm is completed and returned to the Office of Graduate
Admissions & Support Services no later than 24 hours after the defense has been completed.

¢ All format changes to the dissertation required after the defense will need to be completed no later than

fourweekspr i or to the student’s graduation.
submitted to the Office of Graduate Admissions & Support Services and all outstanding degree

The

requirements must be completed no later than four weekspr i or t o t he st udent

RULES WHICH DETERMINE A PASS WITH CONDITIONS OUTCOME:

e Pass with Conditions occurs when the majority of the committee members determine that while the
dissertation and defense were adequate for passing, additional work is needed by the student. These
conditions are stated on the Report of Dissertation Defengerm. This outcome implies that although

the dissertation is acceptable in many respects, substantive revision of the dissertation and/or additional
requirements of consequence are deemed necessary. The Report of Dissertation Defengecompleted
and returned to the Office of Graduate Admissions & Support Services within 24 hours of the defense.

e These conditions/required changes will be listed on the Report of Dissertation Defengam including
the amount of additional time allotted to make the changes. After reviewing the changes made by the

student, the dissertation chair and/or committee must indicate final approval or failure by signing off on

an additional Report of Dissertation Defengarm.

o All changes to the dissertation required after the defense will need to be completed no later than four
weekspr i or t o t h eonsTthedidakdissertation, witim al dqui@d clhanges, must be

submitted to the Office of Graduate Admissions & Support Services and all outstanding degree
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requirements must be completed no later than four weeksprior t o t he st udent ' s
Deadline Chart Below)
e Not e: I f the dissertation defense is schedul

a Pass with Conditions may not be able to make the required revisions to the dissertation in time to meet
the deadline for graduation.

RULES WHICH DETERMINE AN UNSUCCESSFUL DEFENSE

o Failure of the dissertation defense occurs when the majority of the committee members vote that the
dissertation and/or defense is not sufficient for a Pass or Pass with Conditions.

e [f the student is not successful at the defense the committee records a failure on the Report of
Dissertation Defenstrm and submits the form to the Office of Graduate Admissions & Support
Services within 24 hours of the defense.

e The details of this decision and its requirements must be specified by the Dissertation Committee and
approved by the Director of the Office of Graduate Admissions & Support Services.

e The student will be given one additional opportunity to defend the dissertation. The student will be
required to submit a new Application for Dissertation Defend@ate form to establish the second defense
meeting. If approved, the second defense must be held with the same dissertation committee members
no sooner than six months from the first defense date.

e |f the student fails the second dissertation defense, matriculation in the doctoral program is
automatically and irrevocably terminated.

Dissertation Defense Deadlines Chart

Dissertation Defense and Submission Deadlines
Request for Dissertation Defense Date Final Submission of Degree
Dissertation Defense Dissertation Conferral
(no later than 4 weeks from
degree conferral)

March 1 Approximately April 1 April 22 May
May 1 Only by approval of dissertation chair | July 28 August
November 1 Approximately December 1 December 23 January

Submission of Final Dissertation

The successfully defended dissertation with all required content and format revisions must be submitted to the
Office of Graduate Admissions & Support Services no later than four (4) weeks prior to
graduation date (degree conferral date).

Following the successful defense the student makes any content changes required by the Dissertation
Committee. Once the student makes all changes required by the dissertation committee, the student collects the
signatures of each committee member on the DissertationApproval Forns (signature pages). One original
DissertationApproval Form(signature page) is to be included in each copy of the dissertation that will be
bound.
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Once the student makes all the required content and format changes the student makes the final submission to
the Office of Graduate Admissions & Support Services. The Office of Graduate Admissions & Support
Services will make a final format review using the Format Approval Form The student will be notified as soon
as possible if formatting changes need to be made. Once all final format changes are made, the following must
be submitted to the Office of Graduate Admissions & Support Services: Dissertation Submission Check]itte
Dissertation Submission Forrthe® Sur vey of Earned Doctorates”, fil
that will be bound. The Office of Graduate Admissions & Support Services representative approving the
submission will provide the student with a signed copy of the Dissertation SubmissioRormas a receipt. The
Office of Graduate Admissions & Support Services representative makes two copies each of the Dissertation
Approval Form(signature page) and the Report of Dissertatioefense The Office of Graduate Admissions &
Support Services submits to the Registrar one copy of the Dissertation ApprovaForm (signature page) and one
copy of the Report of Dissertation Defea$or postingtothestu dent ' s r ecor d.

All copies of the final approved dissertation submitted for binding must be prepared on paper as identified in the
formatting section of these guidelines. All copies of the dissertation must be printed from a computer printer,
no photocopies will be accepted. After payment has been made by the student, Sprague Library will have all
four copies of the dissertation bound, one copy microfilmed, and list the title and abstract in Dissertation
Abstrads. (All fees required to be paid by the student are listed below). Two bound copies will be maintained
by the Library and one bound copy will be sent to the student and one bound copy will be returned to the Office
of Graduate Admissions & Support Services for distribution to the department. The copy sent to the department
i's not t he Aadddviitsioorn asl ccooppyi.es may b eStubentuanedespansiblet h e
for the distribution of any additional personal copies they wish to have bound. There may be additional
costs for binding more than four copies of the document. Hardcover or soft cover copies of the dissertation are
also available through UMI at the time of submission.

Fees

The following fees are required at the time the final dissertation is submitted:

Graduate School $100 Dissertation filing fee
Sprague Library $105 Dissertation binding, microfilming, UMI submission, postage
$10/per copy for Binding & postage fee for student requested copies

UMI Requirements

All candidates for doctoral degrees at Montclair State University are required to publish their dissertations

through UMI Ann Arbor, Michigan. After a dissertation has been accepted by the Office of Graduate

Admissions & Support Services, the University arranges to have it published by UMI (University Microfilms
International). Publication benefits you by bringing your manuscript to the attention of other researchers

t hrough UMI’'s various printed preferences, or th
Online, through which researchers may order copies of your dissertation from UMI.

In order for your dissertation to be more useful to other researchers, they have to be able to locate it easily.
UMI s services allow researchers t o caorragtact aswel c o
as the title of your di sssirgmitfiiocna mtndwaar d & wt hoa th ec
abstract that might assist other researchers in locating your manuscript. You will be asked to select these
keywords on the Doctoral Dissertation Agreement Form you will be asked to sign in order to have UMI publish
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your work. On the same form, you will also be asked to select one broad subject category which most clearly
describes the general content of your dissertation. It is recommended that you consult with the Sprague Library
Liaison to the doctoral programs for identification of appropriate keywords for your dissertation and for
assistance in completing all UMI forms.

UMI suggest that when choosing a title for your dissertation, you create one that provides a clear, meaningful
description of the content. In addition, they strongly encourage you to use word substitutes for formulas,
symbols, superscripts, Greek letters, and other non-alphabetical characters in your title and abstract to help
facilitate computer searches.

UMI s most pertinent requirements have been cove
repeating: 1) all type must be dark and clear, and illustrative materials must have sufficient contrast in black and
white — and everything must be within the prescribed margins — in order to microfilm properly; 2) your abstract

must be no more than 350 words or it wildl be sho
letters —which must be attached to the UMI Agreement Form — for any previously copyrighted material you use

in your dissertation that is beyond “fair use.”’
Students are required to submit the following it

to the Office of Graduate Admissions & Support Services:
e One copy of your dissertation title page
e When appropriate, copies of letters of permission for the reproduction of copyrighted material

e A copy of your abstract which follows the format below. (This abstract is in addition to the two copies
requested by the Office of Graduate Admissions & Support Services.)



ABSTRACT
John Smith, Doctor of Education, 2003

Major: Pedagogy, Department of Mathematical Sciences and the
Center of Pedagogy

Title of Dissertation:
Directed by: (Faculty Member)
ABSTRACT

Begin the test of your abs
refers to your program and department. Your committee
chairperson’s name should app

Your entire abstract should be double-spaced and should
adhere to the same margins as your dissertation. The text of your
abstract should continue to the bottom margin and should be no more
than 350 words.

If you have any questions regarding this format, please call

the Office of Graduate Admissions & Support Services at (973) 655-

Graduation and Degree Conferment

Students who have completed all requirements of the doctoral degree including the successful defense and
submission of the dissertation prior to dissertation filing deadlines listed above, will be invited to attend the
appropriate May Commencement ceremony.

Doctoral students who wish to attend the commencement ceremony will be required to rent appropriate
academic regalia through the University Bookstore. Students wishing to purchase a doctoral gown, hood and/or
cap should contact the University Bookstore.



PREPARATION OF THE FINAL MANUSCRIPT
Dissertation Format

Style Manuals

Style, footnotes, citations, and bibliographical form of the Dissertation should conform to the conventions
prescribed by a standard style manual appropriat
employed in the di s c iatpnismayasd e approprjate. Mo singestgleafar then p u b |
written dissertation document is prescribed. Students should follow a style manual established by their
Dissertation Committee from one of the following standard styles:

e American Anthropological Association. AAA Handbook

e American Chemical Society. ACS Style Guide

e American Institute of Physics. Style Manual

e American Mathematical Society. A Manual for Authors of Mathematical Papers

e American Medical Association. AMA Manual of Style

e American Psychological Association. Publication Manual of the American Psychological
Association.

e Council of Biology Editors. CBE Manual.

o Editorial Staff of the University of Chicago Press. The Chicago Manual of Style.

e Gibaldi, Joseph and Walther S. Achtert. MLA Handbook for Writers of Research Papers.

e Turabian, Kate L. A Manual for Writers of Term Papers, Theses, and Dissertations.

e Style Sheet of the Linguistics Society of America.

Paper

All paper used for required copies of dissertations to be submitted to the Office of Graduate Admissions &
Support Servicess houl d be wh i ttoe24-@undiavatermarkdd bohd, paper Rith a minimum of
25% rag or cotton content. Acid-free paper is preferred because of its resistance to the effects of aging.

Print and Copy Quality

The dissertation may be printed using any ofthehigh-qu al ity printers avail-abl e
letter-g u a | i -matrix (24panY, or it may be typed on a typewriter. Whichever is used must produce

consistently black letters and consistent margins. (Sufficient darkness is also necessary for any supporting

materials, such as computer printouts, drawings, pictures, etc., -- either as originals or as copies — that you may

need to append or insert in your manuscript.) Remember that your dissertation will be published by UMI in
microform which requires clear, high-contrast characters and images. As a guide to the quality that will be

obtained by the microfilming process, you can photocopy a sample page at 75% reduction to evaluate the

readability and clarity of the print.
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Typefaces

The Office of Graduate Admissions & Support Services and UMI prefer 12 point type using Times Roman font.
This provides high readability.

Spacing

The text should be double-spaced. Do not justify the right margin of your text; keep it left aligned, also known
as ragged right, like the text in this guide.

Margins

To assure proper binding and microfilming, to avert binding breakage and for ease of reading the following
margins should be used throughout the entire document:

Top margin, 1-1/2 inches
Right margin, 1 inch
Bottom margin, 1 inch
Left margin, 1-1/2 inches

The bottom margin must be maintained on all pages, including the appendices. Tables, maps, charts, and
illustrations should come within such margins.

Pagination

All pages from the title page to the first page of the body of the dissertation are prefatory; therefore, they must
receive lowercase Roman numeral pagination (i, ii, iii). The title page is counted as page one and the copyright
page as page two, but numbers do not appear on them. Lowercase Roman numeral (iii, iv, v, vi, etc.) are used
for all subsequent pages up to the first page of the text (page 1 of Chapter 1) and should be placed three quarters
of an inch from the bottom edge of the paper, centered between the margins. Note that in all cases, centered
between the margins is not centered on the page itself (because of the 1 1/2-inch left margin).

Beginning with page 1 of Chapter I, Arabic numerals are used and are continuous through the last page
including all appendices. These Arabic page numbers for the text should be placed in the upper right-hand
corner, not less than 1/2 inch from the upper edge and directly on the established right margin.

Dissertation Order

Your dissertation should be submitted to the Office of Graduate Admissions & Support Services in the order
outlined below. If not it will be bound as received.

Itemsli 11 receivdower case Roman numeral paginatioantered on bottom of page, iv, v, etg as noted
above.

1. Title Page (required, no page number appears)

2. Copyright Page (required, no page number appears)

11



3. Dissertation Approval Form (Signature Page) (required) must be signed by all
4. Abstract (required)
5. Acknowledgement (optional)
6. Dedication (optional)
7. Table of Contents (required)
8. List of Tables (as appropriate)
9. List of Figures (as appropriate)
10. List of Symbols/Abbreviations (as appropriate)
11. Preface (optional)
Items12 - 14 receiveArabic numeral paginatioon upper righthand corner of pagas noted above.
12. Text (body of dissertation) (required)
13. References (required)
14. Appendices (as appropriate)
15. Blank Cover Sheet (required)
Binding

Five copies of the dissertation are submitted to Sprague Library for binding and submission to UMI. They
should be delivered in separate boxes (bond paper box size) or brown envelopes. If the copies are not exactly
alike, they should be identified as follows:

. Or i gi studehtco@p py (
.Library Copies (2)
. Depart mdin® IC8E pNOTTTHE ADVI SOR’™S COPY)
. UMI Copy
aflditignal copies requested by the student

After binding, the original and one copy of the dissertation will be filed with Sprague Library, one copy will be
forwarded to the department and one copy will be sent to the student.

Questions about the above procedures should be addressed with the Office of Graduate Admissions & Support
Services at (973) 655-5147.

12



Dissertation Chair:

(Sample Title Page)

JUDGEMENT AND FEELING IN THE ANESTHETIC

THEORY OF BERNARD BOSANQUET

A DISSERTATION

Submitted to the Faculty of
Montclair State University in partial fulfillment
of the requirements

for the degree of (insert name of degree)

by
MARY JEANNE OSBORNE
Montclair State University
Upper Montclair, NJ

2003

(Type Chair’s Name Here)

13



(Sample Copyright Page)

Copyright © 1995 by John William Doe All rights reserved.

14



(Sample Dissertation Approval Form/Signature Page)
MONTCLAIR STATE UNIVERSITY
THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES

DISSERTATION APPROVAL

We hereby approve the Dissertation
(insert title)
of
(insert name of student)
Candidate for the Degree:

(insert name of degree)

Dissertation Committee:

Department

(Dissertation chair signs on line; type name under signature)
Dissertation chair

Certified by:

(Director signs above; type hame under signature) (Committee member signs on line; type name under signature)
Dr. (name), Director of Graduate School Dr. (name of committee member)

(date) (Committee member signs on line; type name under signature)
Dr. (name of committee member)

(Committee member signs on line; type name under signature)
Dr. (name of committee member)

15



(Sample Abstract Page)
ABSTRACT
(TITLE OF DISSERTATION, In Capitals)
by Author’s Full Name

Text of abstract, not to exceed 350 words, and must be double spaced.

16



THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES
MONTCLAIR STATE UNIVERSITY
APPLICATION TO TAKE THE QUALIFYING EXAMINATION/ASSESSMENT FOR DOCTORAL
DEGREE PROGRAM
Return the completed form, with all signatures, to the Office of Graduate Admissions & Support Services, Montclair State
University,
College Hall 203, Montclair, NJ 07043

Doctoral students may apply to take the Qualifying Examination/Assessment any time after completing 75% of their
coursework, but prior to identifying and formalizing a decision about their dissertation. Doctoral students must use this form
when they believe they have satisfied all the requirements listed below.

Student Name Date

Address

Program: Student I.D. No. - - Phone:

To be eligible to take the Qualifying Examination/Assessment, doctoral students must be in good academic standing. Good
academic standing requires a minimum of a 3.0 grade point average, no more than six (6) semester hours of coursework
graded at the C-level and no failing grades, and no other disciplinary actions. Doctoral students must have also completed a
minimum of 75% of the coursework required for their degree. By completing this application and by their signature below,
doctoral students certify that they have met the above requirements and are eligible to take the Qualifying
Examination/Assessment.

Name of Sponsor/Advisor

Student’s Signature Date

Sponsor/Advisor Approval to take Qualifying Examination/Assessment Date

Doctoral Student Graduate Advisors and Program directors please review this application to take the Qualifying
Examination/Assessment, make one of the following determinations and forward this form to the Office of Graduate
Admissions & Support Services.
I certify that this doctoral student is eligible to take the Qualifying Examination/Assessment.
This doctoral student is not eligible to take the Qualifying Examination for the following reason(s):
75% of coursework in doctoral program has not bee completed
improve grade point average in doctoral program courses
more than six (6) semester hours of C-level grades or a failing grade has been earned.
advisor/sponsor has not been identified.

Doctoral Student Graduate Program Coordinator Date

Doctor al Program Director’s Signat ur Pate

Graduate School’'s Use Only
Approved Denied ( Comments)

Signature Date
17



Distribution: The Office of Graduate Admissions & Support Services, Program Director, Graduate Program
Coordinator, Student
THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES
MONTCLAIR STATE UNIVERSITY
NOTIFICATION OF ADMISSION TO DOCTORAL CANDIDACY

Graduate Program Coordinators should complete and submit this form, with all signatures, to the Office of Graduate Admissions &
Support Services, College Hall 203, when it is determined that all requirements for admission to doctoral candidacy have been met.

Student Name Date

Address

Program: Student 1.D. No. - - Phone:

To be eligible for admission to candidacy for a doctoral degree, students must have:

Successfully completed any pre-dissertation research courses

A cumulative grade point average equal to or greater than 3.0 in the doctoral program courses

No more than six (6) semester hours of coursework graded at the C-level and no failing grades, and
Successful performance on the qualifying examination/assessment.

el

By completing this application and by his/her signature below, the graduate advisor certifies that this student has met the
above requirements and is eligible for admission to doctoral candidacy.

Graduate Program Coordinator Name Date

Graduate Program Coordinator Signature

Program directors please review this application for doctoral candidacy, make one of the following determinations and
forward this form to the Office of Graduate Admissions & Support Services.

I certify that this doctoral student has satisfied all the requirements for admission to doctoral candidacy.

The requirements for candidacy have not been met. The student is required to:
complete the following pre-dissertation research course(s)
improve grade point average in doctoral program courses
pass the qualifying examination/assessment.

Doctor al Program Director’s Signat ur Pate

The Office of Graduate Admissions & Support Servicess s Us e Onl vy

Approved Denied ( Comments)

Admitted to Candidacy

Month Year

18



Signature Date

Distribution: The Office of Graduate Admissions & Support Services, Program Director, Graduate Program Coordinator,
Regi str arnutdest Of fice, S
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THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES
MONTCLAIR STATE UNIVERSITY
APPROVAL OF THE DISSERTATION COMMITTEE
Return the completed form, with all signatures, to the Office of Graduate Admissions & Support Services,
Montclair State University,
College Hall 203, Montclair, NJ 07043

Student Name Date
Address
Student 1.D. No. - - Phone:

Doctoral student please identify below the members of the dissertation committee and obtain their consent to serve.

Working Dissertation Topic:

Doctoral Program/Concentration:

Dissertation Committee:

Chair/Advisor:

Name Signature Date
Committee Member:

Name Signature Date
Committee Member:

Name Signature Date
Committee Member:

Name Signature Date

Program directors please review this dissertation committee request, make one of the following determinations and
forward this form to the Office of Graduate Admissions & Support Services.
I recommend the dissertation committee membership as outlined above.
I support the membership of a Non-MSU doctoral faculty member as part of this committee (see
attached CV)
The dissertation committee is not recommended for the following reason(s):
a minimum of three committee members have not been identified
committee members do not have Montclair State University doctoral faculty status
morethanonecommi tt ee member has been selected from o
committee members have been identified from outside Montclair State University without
Director of the Office of Graduate Admissions & Support Services approval

Doctor al Program Director’s Signat ur Bate

Graduate School 6s Use Only
The dissertation committee is
Approved Denied ( Comments)

Signature of Graduate School Representative Date
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Distribution: The Office of Graduate Admissions & Support Services, Doctoral Program Director, Dissertation Chair, Student
THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES
MONTCLAIR STATE UNIVERSITY
APPROVAL OF THE DISSERTATION PROPOSAL
Return the completed form, with all signatures, to the Office of Graduate Admissions & Support Services, Montclair State
University,
College Hall 203, Montclair, NJ 07043

Student Name Date
Address
Student 1.D. No. - - Phone:

Instructions to doctoral students:

The Dissertation Committee members are required to meet with the doctoral student to review the dissertation proposal.
Once the dissertation committee has approved the proposal, the original proposal and Approval of the Dissertation
Proposal form must be signed by all committee members and forwarded to the Office of Graduate Admissions & Support
Services. A copy of the proposal and this form must also be provided to each committee member.

Dissertation Proposal Title:

Doctoral Program/Concentration:

Dissertation Committee
We certify that we have met with the above student on the date listed below, that we have reviewed the attached proposal
and are recommending to the Office of Graduate Admissions & Support Services its approval.

Date of Dissertation Proposal Meeting:

Chair/Advisor:

Name Signature Date
Committee Member:

Name Signature Date
Committee Member:

Name Signature Date

Doctoral Program Director:

Name Signature Date

Graduate School 6s Use Only

Check here if IRB review needed Log #

The attached dissertation proposal is:
Dissertation Proposal Approved

Month Year
Dissertation Committee is recommended to reconvene and reconsider the proposal for the
following reasons:
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Signature of Graduate School Representative Date

Distribution: Graduate School, Doctoral Program Director, Dissertation Chair, Student
THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES
MONTCLAIR STATE UNIVERSITY

APPLICATION FOR DISSERTATION DEFENSE DATE
Return the completed form, with all signatures, to the Office of Graduate Admissions & Support Services, Montclair State University,
College Hall 203, Montclair, NJ 07043
Student Name Date

Address Student 1.D. No. - -

Instructions to doctoral students:

An oral defense of the dissertation is required of all doctoral students. By completing this form and with the approval of all members

of the student’'s dissertation committee, you ar e pvogramiafdy i n ¢
that it is ready for defense. Submit this form to the Office of Graduate Admissions & Support Services by March 1% for May

graduation, May 1% for August graduation (students seeking an August degree conferral must include with their Application for a

Dissertation Defense Daferm letters of approval from each committee member confirming their summer availability), and by

November 1* for January graduation. The student is required to submit with this form one copy of the dissertation for the Office of

Graduate Admissions & Support Services plus one copy for each member of their dissertation committee. The Office of Graduate
Admissions & Support Serviceswi | |  di stri bute these copies to all members ¢
defense.

Dissertation Title:

Doctoral Program/Concentration:

Dissertation Committee
We have reviewed the proposed dissertation of the above student and deemed it ready for defense. The following individuals have
agreed to this date and signify by their signature below.

Date of Dissertation Defense: Time of Defense:

Chair/Advisor:

Name Signature Date

Committee Member:

Name Signature Date
Committee Member:

Name Signature Date
Committee Member:

Name Signature Date

(e-mail if off-campus: )

Director, Doctoral Program
Name Signature Date

Director, Graduate School
Name Signature Date

Graduate School ds Use Only
The above student has met all the conditions for defense of the dissertation as certified by the Office of Graduate Admissions &
Support Services and received a grade of Pass.
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Signature of Graduate School Date

Distribution: The Office of Graduate Admissions & Support Services, Doctoral Program Director, Dissertation Chair, Student

MONTCLAIR STATE UNIVERSITY
THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES
DISSERTATION SUBMISSION CHECKLIST

Name: Date:
SSH: Phone:

Following the successful defense and once all changes to the dissertation have been made and the dissertation is in the

final format as outlined in the Office of Graduate Admissions & Support Servicess s Di ssert ati on Gui d
submission to the Office of Graduate Admissions & Support Services. The following forms and materials must be

submitted to the Office of Graduate Admissions & Support Services is accordance with the dissertation filing deadlines

published in the Dissertation Guidelines:

1. number of copies being submitted (minimum of five) of the approved dissertation in boxes or
envelopes. Please note that these copies are in addition to the copies that you must supply your committee
chair and members for their review for defense.

2. Minimum of five original Dissertation Approval Formgissertation Signature Page). Each member of the
Dissertation Committee will sign the form after the successful completion of the defense. One Dissertation
Approval Formis required for each copy of the dissertation that is submitted.

3. One copy of the following statement typed in the first person, signed and dated:

I hereby guarantee that no part of the dissertation which | have submitted for publication has been
heretofore published and/or copyrighted in the United State of America, except in the case of
passages quoted from other published sources; that I am the sole author and proprietor of said
dissertation; that the dissertation contains no matter which, if published, will be libelous or
otherwise injurious, or infringe in any way the copyright of any other party; and that | will defend,
indemnify and hold harmless Montclair State University against all suits and proceedings which
may be brought and against all claims which may be made against Montclair State University by
reason of the publication of said dissertation.

4. Two copies of an abstract not more than 350 words in length. The abstract must follow the format described
in the Office of Graduate Admissions & Support Services’ s Di ssertation Gui de.

5. One copy of the UMI Doctoral Dissertation Agreement Form (the form can be picked up from the Office of
Graduate Admissions & Support Services) accompanied by a copy of the dissertation title page and a copy of
the abstract. This abstract is in addition to the two copies required in item #3 and follows the format
described in the Office of Graduate Admissions & Support Services’ s Di s Sudde. tAH dandidatas for
doctoral degrees at Montclair State University are required to publish the dissertation in microfilm form.
Publication in microfilm form will be carried out through UMI, Ann Arbor, Michigan. (Please note that the
fee for publishing the dissertation are paid for by the University from the dissertation filing fees paid to
Sprague Library — do not submit a check to UMI for the filing of the dissertation.)

6. When appropriate, copies of letters of permission for the reproduction of copyrighted material.
7. One completed copy of the Dissertation Submission Form.

8. One check or money order for the following (made payable to Montclair State University-Graduate School)
a. Graduate School Dissertation Filing Fee $100

9. One check or money order for the following (made payable to Montclair State University-Sprague Library):
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b. Sprague Library Dissertation Submission Fee $105
c. Binding & postage fee for student requested copies $10/per copy

10. Survey of Earned Doctorates

MONTCLAIR STATE UNIVERSITY
THE OFFICE OF GRADUATE ADMISSIONS & SUPPORT SERVICES
DOCTORAL DISSERTATION SUBMISSION FORM

Student Name: Date:
Phone Number (day): (eve)

E-Mail address: Student 1.D.:
Department: Program:

Dissertation Committee Chair:

Title of Dissertation:

Style Manual: Edition of Manual

Total number of copies of dissertation being submitted by the student for binding (5 required by the University plus any
additional number requested by the student):
Address to which student’s copy(s) of bound dissert at

Fees: The Office of Graduate Admissions & Support Services and Library fees cover the review, processing, UMI filing
fees and binding of all copies for the Library, department and student.

One check or money order made payable to Montclair State University submitted to the Office of Graduate Admissions &
Support Services for:
Graduate School Dissertation Filing Fee $100

One check or money order made payable to Montclair State University
a. Sprague Library Dissertation Submission Fee $105
b. Binding & postage fee for student requested copies $10/per copy
Total for Library $

Number of copies received Amount Received Graduate School Representative Date

A copy of this form will be provided to the student as a receipt for submission of their completed dissertation and payment
of the dissertation

The above student has submitted the dissertation to the Office of Graduate Admissions & Support Services in accordance
to the Guidelines for the Preparation of the Doctoral Dissertation and said dissertation has been approved by the Office of
Graduate Admissions & Support Services and is ready for transfer to Sprague Library for microfilming and binding.
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Graduate School Representative

Date
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