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Print and Copy Quality

The dissertation may be printed using any of the high-quality printers available today, including laser, “near-
letter-quality” dot-matrix (24-pin), 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. -

Typefaces
The Graduate School and UMI prefer 12 point type using Times Roman font. This provides high readability.

Spacing

All text in the manuscript 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, the copyright
page as page two, and the signature page as page three, but numbers do not appear on them. Lowercase Roman
numeral (iv, v, vi, etc.) are used for all subsequent pages up to the first page of the text (page 1 of Chapter I) 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).
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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 Graduate School in the order outlined below. If not it will be
bound as received.

Items 1 — 11 receive lower case Roman numeral pagination centered on bottom of page ( iv, v, efc) as noted
above.

1. Title Page (required, no page number appears)
2. Copyright Page (required, no page number appears)
3. Dissertation Approval Form (Signature Page*) (required, no page number appears)
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)

*Must be signed by all members of committee and Dean of the Graduate School

Items 12 - 14 receive Arabic numeral pagination on upper right-hand corner of page as 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:

.....0riginal Copy (student copy)

.....Library Copies (2)

.....Department Copy (THIS IS NOT THE ADVISOR’S COPY)
.....UMI Copy

..... Any additional 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 Graduate School at (973) 655-5147.
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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—Doctor of Education,

Doctor of Science, Doctor of Environmental Management, etc.)

by
MARY JEANNE OSBORNE
Montclair State University
Montclair, NJ

2003

(Type Chair’s Name Here)
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(Sample Copyright Page)

Copyright © 1995 by John William Doe. All rights reserved.
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(Sample Dissertation Approval Form/Signature Page)
MONTCLAIR STATE UNIVERSITY
THE GRADUATE SCHOOL

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:

(Dean signs above; type name under signature) (Committee member signs on line; type name under signature)

Dr. (name), Dean 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)
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(Sample Abstract Page)

Text of abstract, not to exceed 350 words, and must be double spaced.
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THE GRADUATE SCHOOL
MONTCLAIR STATE UNIVERSITY
APPLICATION TO TAKE THE QUALIFYING EXAMINATION/ASSESSMENT FOR DOCTORAL

DEGREE PROGRAM

Return the completed form, with all signatures, to the Graduate School, 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 1.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 Graduate School.
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

Doctoral Program Director’s Signature Date

Graduate School’s UEOnly
Approved Denied ( Comments)

Signature Date

Distribution: The Graduate School, Program Director, Graduate Program Coordinator, Student
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THE GRADUATE SCHOOL
MONTCLAIR STATE UNIVERSITY
NOTIFICATION OF ADMISSION TO DOCTORAL CANDIDACY

Graduate Program Coordinators should complete and submit this form, with all signatures, to the Graduate School, 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:

1. Successfully completed any pre-dissertation research courses

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

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

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 Graduate School.

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.

Doctoral Program Director’s Signature Date

The Graduate School’s Use Only

Approved Denied ( Comments)

Admitted to Candidacy

Month Year

Signature Date

Distribution: The Graduate School, Program Director, Graduate Program Coordinator, Registrar’s Office, Student
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THE GRADUATE SCHOOL
MONTCLAIR STATE UNIVERSITY
APPROVAL OF THE DISSERTATION COMMITTEE
Return the completed form, with all signatures, to the Graduate School, Montclair State University,
College Hall 203, Montclair, NJ 07043

Student Name Date
Address
Student I.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 Graduate School.
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
more than one committee member has been selected from outside the student’s discipline
committee members have been identified from outside Montclair State University without

Dean of the Graduate School approval

Doctoral Program Director’s Signature Date

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

Signature of Graduate School Representative Date

Distribution: The Graduate School, Doctoral Program Director, Dissertation Chair, Student
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THE GRADUATE SCHOOL
MONTCLAIR STATE UNIVERSITY
APPROVAL OF THE DISSERTATION PROPOSAL

Return the completed form, with all signatures, to the Graduate School, Montclair State University,
College Hall 203, Montclair, NJ 07043

Student Name Date
Address
Student I.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 Graduate School. 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 Graduate School 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’s 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:

Signature of Graduate School Representative Date

Distribution: Graduate School, Doctoral Program Director, Dissertation Chair, Student
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THE GRADUATE SCHOOL

MONTCLAIR STATE UNIVERSITY
APPLICATION FOR DISSERTATION DEFENSE DATE

Return the completed form, with all signatures, to the Graduate School, Montclair State University,
College Hall 203, Montclair, NJ 07043
Student Name Date

Address Student 1.D. No. - -

Instructions fo 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 are verifying that the dissertation has met all the requirements of the doctoral program and
that it is ready for defense. Submit this form to the Graduate School 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 Date 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 Graduate School plus one copy for each member of
their dissertation committee. The Graduate School will distribute these copies to all members of the student’s committee for their use
in preparing for the defense.

Dissertation Title:

Doctoral Program/Concentration:

Please indicate Style Manual Used in Your Dissertation:

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

Dean, Graduate School

Name Signature Date

Graduate School’s Use Only
The above student has met all the conditions for defense of the dissertation as certified by the Graduate School.

Signature of Graduate Schoo.l Date

Distribution: The Graduate School, Doctoral Program Director, Dissertation Chair, Student
20



MONTCLAIR STATE UNIVERSITY
THE GRADUATE SCHOOL
DISSERTATION SUBMISSION CHECKLIST

Name: Date:
SS#: 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 Graduate School’s Dissertation Guidelines, it is ready for submission to the Graduate
School. The following forms and materials must be submitted to the Graduate School 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 Forms (Dissertation Signature Page). Each member of the
Dissertation Committee will sign the form after the successful completion of the defense. One Dissertation
Approval Form is 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 I 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 I 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 the title page and two copies of an abstract not more than 350 words in length. The abstract
must follow the format described in the Graduate School’s Dissertation Guide. One copy of each document is
to be used for UMI submission.

5. One copy of the UMI Doctoral Dissertation Agreement Form (the form can be picked up from the Graduate
School) accompanied by a copy of the dissertation title page and a copy of the abstract. All candidates 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-Spragle Library):
b. Sprague Library Dissertation Submission Fee $105
¢. Binding & postage fee for student requested copies $10/per copy

10. Survey of Earned Doctorates
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MONTCLAIR STATE UNIVERSITY
THE GRADUATE SCHOOL
DOCTORAL DISSERTATION SUBMISSION FORM

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

E-Mail address: Student L.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 dissertation should be sent:

Fees: The Graduate School 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 Graduate School 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 Graduate School in accordance to the Guidelines for the
Preparation of the Doctoral Dissertation and said dissertation has been approved by the Graduate School and is ready for
transfer to Sprague Library for microfilming and binding.

Graduate School Representative Date
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