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CHAPTER I

INTRODUCTION

These protocols and procedures have been established to insure the quality of the M.S. program, and guide faculty and graduate students through the program.  In general, the program can be summarized as several steps including:
1) Select committee chair during application and acceptance process.

2) File Plan of Study Form (POS Form) listing courses required to complete program.

3) File Graduate Committee Form.

4) File Thesis/Project/Internship proposal for approval by graduate committee.

5) File Thesis/Project/Internship Title Form.
6) Complete qualifying exam and file Qualifying Exam Form.

7) Conduct thesis research, project, or internship.

8) Write thesis, project report, or internship report.

9) Complete thesis, project, or internship defense.

The forms that are to be filed during each step of the program are attached in the Appendices.  
CHAPTER II

THESIS, PROJECT, AND INTERNSHIP PROCESS

Theses are based on original academic research culminating in a substantial written document that is beyond what is generally considered as a capstone experience for students at GVSU.  A project generally involves the application of knowledge to a defined problem.  An internship is an extensive on-the-job experience.  Both projects and internships culminate in a substantial written document.  Theses, projects and internships should clearly demonstrate a student has achieved substantial intellectual development beyond the baccalaureate degree.  Graduate students, whether submitting a thesis, project or internship as part of their degree requirements must comply with the guidelines for the preparation of these documents as outlined in the Guidelines for the Preparation of Graduate Theses, Project Reports and Internship Reports.  Completion of the thesis, project report, or internship report is primarily the responsibility of the graduate student whereas departments and faculty are expected to provide significant guidance. 

The accuracy of the content of the thesis, project report, or internship report is the responsibility of the student and the graduate committee.  Manuscripts should be proofread and carefully edited for correct syntax, grammar, spelling, punctuation, references, and adherence to the Department’s guidelines.  However, there is some flexibility to allow students to follow the standards of their discipline and to incorporate new technology into their documents. 

Graduate students are encouraged to use the style manuals or specifications appropriate to their disciplines.  Style manuals are acknowledged as the accepted guide for figures, tables, headings and subheadings, and documentation styles in many disciplines.  However, some disciplines prefer specifications prescribed in their professional journals.  

Style Manuals.  The Biology Department does not prescribe a particular style for the preparation of theses or reports.  Several guides are available however, including the latest edition of A Manual for Writers of Term Papers, Theses, and Dissertations, 6th edition by Kate L. Turabian (Chicago: University of Chicago Press, 1996).  This manual can be supplemented with the more comprehensive The Chicago Manual of Style, 14th ed. (Chicago: University of Chicago Press, 1993) and Council of Biological Editors.  These volumes are available in the Kirkhof Library and the University Book Store in the Kirkhof Center.  However, additional comments regarding style are provided below.
The Biology Department has issued this preparation guide to provide basic information about style and to specify format requirements for all theses, projects, and internships.  This Guide includes a number of checklists, templates, and examples to assist both students and their committees with the formatting process.
Committee Chair and Committee Selection

Theses, projects, and internships are completed under the supervision of a faculty member, typically the committee chair.  On occasion, an individual from outside the University with unique expertise will be more actively involved in a student’s thesis, project, or internship than other committee members.  These individuals are designated as mentors and must be approved by the Departmental Graduate Committee.  Students should consult with their major advisor and mentor about their thesis, project, or internship on a regular basis throughout the entire thesis process.  

A Graduate Committee is composed of the committee chair and at least two additional committee members, of which, one must be a tenure-track faculty in the Biology Department.  The committee chair will assist the student with the selection of committee members.  Committees must be approved by the Graduate Program Committee.
The committee chair and mentor will have active direction of the thesis, project, or internship work.  Where appropriate, the committee should consult with other members of the committee about matters pertinent to its development.  The committee as a whole, however, will evaluate the quality of the work. 

Before the Research,  Project, or Internship Begins

Thesis, Project, and Internship Proposal.  A Prospectus/Proposal for the thesis, project, or internship must be developed and approved by the student’s committee.  In addition, students must successfully complete a qualifying exam to demonstrate that they are prepared to begin advanced independent work before registering for thesis, project, or internship credits.  The exam is conducted by the student’s committee and is generally administered as an oral exam.
Human and Animal Experimentation. Theses, projects, or internships that include human or vertebrate animals must follow Federal guidelines.  Students must submit the appropriate forms and documentation to the appropriate GVSU committee for approval prior to beginning the research.     Human Research Review Committee (HRRC) approval is required for all research involving human subjects and the Institutional Animal Care and Use Committee (IACUC) must approve all research involving animals.  Information on experimentation and HRRC or IACUC requirements can be obtained from the appropriate committee chairperson.
Thesis, Project, and Internship Course Credit.  Letter grades are not used in the evaluation of the thesis, project, or internship; therefore, the student’s grade point average is not affected by credit earned.  Thus, the thesis, project, and internship is designated as credit (CR) if acceptable and no credit (NC) if not acceptable.
A student generally will NOT enroll for thesis, project, or internship credit until the thesis, project, or internship prospectus/proposal has been approved by the student’s graduate committee.  
Finished Manuscript
· The finished manuscript will be of professional quality and free of errors.  Committee chairs and committee members must receive copies for final review at least six weeks prior to the end of the semester in which the student intends to graduate. 
· The committee chair and committee will be responsible for determining whether the manuscript meets required standards for content and writing.

· All corrections – typographic, format, spelling, grammar, syntax, etc. – as well as revisions of substantive content will be completed by the student.
· Hard bound copies of the completed, accepted manuscript must be submitted to the appropriate offices and individuals (see Binding and Microfilming).
Thesis, Project, and Internship Defense

· One month prior to defending their work, graduate students are required to inform the faculty in the Biology Department, Annis Water Resources Institute, and other appropriate units about the details of their oral defense.  The thesis, project report, or internship report should be near completion prior to the Defense.  The student will present the thesis, project, or internship publicly, at a GVSU facility, and respond to questions from the audience.  Defense of the thesis, project, or internship will then proceed with only the student’s major advisor and committee present.
Application for Graduation

All graduate students must apply for graduation. Applications for graduation are filed with the Registrar’s Office in the Student Services Building.  Deadlines for application are printed in the Course Schedule. An official audit will be conducted of the student’s graduate record to determine whether the student has satisfied all of the requirements for the graduate degree.   

Thesis, Project, and Internship Deadlines.  The thesis, project report, or internship report is often the final requirement a student must complete to earn their degree.  Therefore, thesis, project, and internship deadlines are based upon the graduation dates set forth by the University for each semester.  The final draft of the committee-approved thesis, project, or internship must be submitted for final review to their committee by the deadline listed for the semester in which the student intends to graduate.  Failure to meet this deadline or any departmentally stipulated deadline will result in a delay in the review process; graduation may be delayed when the deadline is not met.  

For:




Thesis/Project/Internship Deadline:
Spring Graduation




Second week of March
Summer Graduation




Last week of June
Winter Graduation




Last week of October
Stylistic Guidelines

Students are expected to follow the guidelines most recently set forth by the Biology Department regarding manuscript formatting.  Students, committees, and committee chairpersons should make sure they are following the most recently guidelines.  These guidelines will be discussed later in this document.

Binding and Microfilming

The Thesis Information and Project Information packet available from Zumberge Library details the process to submit your thesis or project report to the Library.  Students completing the internship option should follow the process outlined in the Project Information packet.  Although Zumberge Library accepts vinyl-bound copies, the Biology Department requires that all thesis, project, and internship reports submitted to the Library will be hard bound.  Note, the title and author’s name must appear on the front cover of the binding.  A hard bound copy of the thesis, project report, or internship report will be provided to your committee chair and to the Biology Department.  Students working with faculty from the Annis Water Resources Institute must also plan to provide a hard bound copy to the Institute’s Reference Center.  Binding is locally available at Tatum Bookbinding, 666 Wealthy St., Grand Rapids (phone number is 458-8991).
Theses, Project, and Internship Process Checklist

· Select committee chairperson according to departmental guidelines.

· Select topic.
· Design thesis, project, or internship (partially achieved during BIO 610).
· Identify committee members (any subsequent changes in the composition of the committee must be approved in accordance with departmental procedures).

· Complete thesis, project, or internship proposal and obtain approval from committee chairperson and committee.

· Secure HRRC or IACUC approval. ***This is required if the student’s research is conducted with human or animal subjects.***
· Complete qualifying examination.

· Conduct research, project, or internship.

· Write rough drafts.  All preliminary drafts should be discussed with the committee chair, mentor and committee.

· Submit final draft to committee.

· Announce thesis, project, or internship oral defense to all appropriate units one month prior to defense.  Submit Oral Defense form to the Biology Department.
· Student must defend their work.

· Student must correct the final draft of thesis, project report, or internship report with changes as agreed upon by the student and the committee.

· Obtain signatures of the committee on the acceptance page.

· Submit corrected final copy of the manuscript with: 

· original acceptance page with the original signatures of all committee members by the graduation deadline (at least six weeks before graduation) for that semester to major advisor. 

· Submit final copies to appropriate offices at least six weeks before graduation.
Forms that must be filed during a student’s program can be found in Appendices A-E.
CHAPTER III

FORMATTING 

In order to assure uniformity of theses, project reports, and internship reports submitted by students in the M.S. in Biology, the Biology Graduate Committee has issued this guide to explain format and style requirements.  This guide includes instructions for preparing the document, templates for margins and pagination, page layout examples, a summary table, and formatting checklist.  

Formatting Style

Theses, projects, and internships are capstone experiences for graduate students at GVSU.  The student and the student’s graduate committee are responsible for the accuracy of the content of the manuscript, and should proofread and edit the manuscript carefully for correct syntax, grammar, spelling, punctuation, references, and adherence to departmental guidelines.
At the heart of the review process by the Biology Department is consistency of style and formatting within each individual document rather than consistency across documents.  This allows students to more closely follow the standards of their disciplines and to incorporate new technology into their documents.

In many disciplines, a professional manual is acknowledged as the accepted guide for figures and tables, headings and subheadings, and documentation styles.  However, some disciplines prefer specifications prescribed in their professional journals.  Graduate students are encouraged to use the style manuals or specifications appropriate to their disciplines for these items.  If a student requires additional guidance, the Departmental Graduate Committee suggests the following texts:

Kate L. Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations, 6th ed. (Chicago: University of Chicago Press, 1996)

The Chicago Manual of Style, 14th ed. (Chicago: University of Chicago Press, 1993)
The Council of Biological Editors Style Manual, 5th ed. (Bethesda: Council of Biological Editors, Inc.).
These volumes can be found at Zumburge Library and the University Bookstore.  

Each committee chair and graduate committee member should review documents for the items listed below, and will return papers to students when editing is necessary.

1. Numbering of ALL pages and consecutive pagination (i.e., no missing pages)

2. Consistency of formatting in all areas (i.e., font selection, preparation of headings, margins, placement of page numbers, etc.).
3. Inclusion of Title Page, Signature page, Abstract, Table of Contents, and List of Tables/Figures, if needed.  Established Departmental format will be followed in preparation of such pages.  

4. Content of Abstract.

5. Accuracy of page numbering in Table of Contents, List of Tables/Figures.

6. Quality of paper used and the quality of the printing or photocopying.

Manuscript Preparation
1. The standard page size is 8 ½ x 11 inches.  Twenty-pound acid-free bond paper with 25% fiber content is to be used for the final copy.  It is strongly recommended that the copy students submit to their major advisor for formatting review be on regular photocopying paper (except for the original signature page).  


2. The original manuscript must be printed on one side of the paper only.  A laser printer should be used.  Dot matrix copies are not acceptable.


3. A common, non-script typeface should be used.  Measurement of typefaces is given in point size, and 11 to 12 points, usually 12 for text, are appropriate sizes.  Whichever size and type of font is chosen, it must be consistently used throughout the manuscript.  The following fonts and point sizes are among those which are acceptable:

11 point Courier

11 point Times

12 point Courier

12 point Times (used throughout most of this manual)

Manuscript Organization
· Every manuscript is composed of three parts:  Preliminary Pages, Text, and Supplementary Pages.  The chart in the back of this guide includes the copy sequence for all sections, whether or not the sections are required, margins and page numbering requirements, whether or not sections are listed in the Table of Contents, and where descriptions and examples of sections may be found in this guide. 

· The Appendices found in this guide are to assist students with the exact formatting and wording required.  The words in bold are insertions students should put into each page and the wording in italics should not be included in the student’s page, they are there only for formatting assistance. 

Preliminary Pages
Preliminary pages are all the pages that precede the text of the thesis/project.  Page numbers in the preliminary pages are expressed in lower case Roman numerals (i.e., i, ii, iii . . )  and are centered at the bottom of the page.  See Appendix F.
1. Blank White Page


2. Title Page

· Count, but do not number, the title page.  

· The wording, spacing and formatting of the student’s title page should match that of the Title Page in Appendix G of this document.  

3. Signature Page

· The first page of the manuscript that bears a page number (ii).

· The wording, spacing and formatting of the student’s signature page should match that of the Signature Page in Appendix H of this document. 
· All signatures must be in black ink.

· NOTE:  It is vital that students make sure the left margin of their manuscript is 1½ inches and that the wording is correct.  Signature pages (even if they have all original signatures) with a margin of less than a 1½ inches or incorrect wording will be returned to the student for corrections and new signatures.

4. Frontispiece

A frontispiece is optional.  It may be a quotation, drawing, photograph, or whatever the student considers appropriate for their thesis or project.  See Appendix I.

5. Copyright Page

If the author intends to apply for a copyright, a page similar to the example in Appendix J is to be included in their manuscript.

6. Dedication Page

If used, the dedication should be brief and preferably limited to one page.  See Appendix K.

7. Acknowledgement Page

· This is an optional page, but most theses/doctoral projects/dissertations do include a brief statement of appreciation for or recognition of, any special assistance, guidance, or support.  

· The word “ACKNOWLEDGEMENTS” is to be centered without punctuation at the 2 inch top margin.  Three lines below this heading the text should begin and is double-spaced.  

· See Appendix L.

8. Abstract

The abstract is a very important part of the thesis/doctoral project/dissertation and should clearly represent the student’s work.  Abstract text should be no more than 350 words.  A sample abstract is included in Appendix M.  Abstracts should cover the following:

A. Introduction.  The introduction should concisely present the background for the project the student conducted and outline the importance of the question the student is asking.

B. Rationale/Hypothesis/Purpose Statement.   Why did the student do this project?

C. Methodology.  Specifically, how did the student conduct the project?

D. Results.  What were the student’s findings?

E. Conclusions.  What conclusions can be drawn from the student’s findings and what are the implications of the findings?

9. Table of Contents

Table of Contents may be brief, including only chapter headings, or considerably more detailed, containing one or more levels of subheadings.  The most important aspect of the Table of Contents is consistency within the Table and between the Table and the text.  

· The wording, style, and punctuation of headings and subheadings in the Table of Contents must match exactly the wording, style, and punctuation of those headings and subheadings in the text.  Only material that follows the Table of Contents is listed within the Table.  

· No preceding material is included.  

· Ellipsis marks (dots) that lead the reader’s eye from an entry to the page number are required.

· See Appendix N.

10. List of Tables

This page is required if there are two or more tables within the manuscript.  The most important aspect of the List of Tables is consistency within the Table and between the Table and the titles as they appear above the tables in the text.  The wording, style, and punctuation of headings in the List of Tables must match exactly to the wording, style, and punctuation of those headings and subheadings in the text. See Appendix O for wording, style and punctuation requirements.

11. List of Figures

This page is required if there are two or more figures within the manuscript.  The utmost important aspect of the List of Figures is consistency within the Figure and between the Figures and the titles as they appear below the figures in the text.  The wording, style, and punctuation of headings in the List of Figures must match exactly to the wording, style, and punctuation of those headings and subheadings in the text.  The format for the List of Figures is similar to the format for the List of Tables.  See Appendix P for wording, style and punctuation requirements.

12. Keys to Symbols, Abbreviations, or Nomenclature

If used, such lists are to appear after the List of Tables and List of Figures in the preliminary pages section. Students can utilize any form acceptable to their discipline.  The format of the page should follow the guidelines set forth of the List of Tables and Figures.  

Text 

The text portion of the manuscript consists of the main text, appendices, and bibliography.  Each of these pages is assigned a page number that is expressed in Arabic numerals (i.e., 1, 2, 3 , , ,).  Begin the pagination at 1 and continue consecutively to the end of the manuscript, including the appendices and bibliography.  See Appendix Q.
1. Headings
· Most manuscripts are organized by heading of “CHAPTER”, although a structured organization can exist without the use of the specific heading of “CHAPTER”.  
· Chapters or major sections should begin on a new page.  

· Each chapter or major section can be subdivided by second, third, and occasionally fourth or fifth level headings to emphasize specific aspects of the discussion.  As a rule of thumb, there should be at least two headings per subdivided level. (For example, there should be at least two third level headings for manuscripts that are subdivided into three levels.)

· Capitalization in headings must be consistent throughout the text and within the headings in the Table of Contents.  

· Spacing above and below all headings should be consistent throughout the manuscript.

· See Appendix R.

2.  Spacing, Indentation of text, series, and block quotations

· The text is double-spaced 

· New paragraphs begin five spaces or 0.5 inches from the left margin

· Numbered/Bulleted/Lettered Series:  indented from just the left margin or both the left and right margins

· Block Quotations: 

· indented from just the left margin or both the left and right margins

· double-spaced

· See Appendix R
3.  Footnotes and Endnotes

In a few disciplines it is common to utilize page footnotes or chapter endnotes.  The format and style of documentation of sources varies from discipline to discipline.  Both the thesis/project chair and style manual should be consulted for the format appropriate for the student’s discipline.  The chosen format should be utilized consistently throughout the manuscript.  

** Regardless of style, there must be an alphabetical bibliography at the conclusion of every manuscript. ***

Tables and Figures
Table and figures are central to a thesis and provide supporting evidence for project and internship reports.  Thus, every effort should be made to insure that tables and figures are clear, accurate, and pertinent to the manuscript.  Design tables, figures, and the associated legend so that a reader can understand the information without referring to the text of the manuscript.  Select the most appropriate format for any given data – do not present the same data in a table and a figure both.  See Appendix S.
Supplemental Pages
1. Literature Cited (or List of References)

The final section of the thesis/project/internship is the Literature Cited.  Since all theses, projects, and internships make use of other works, either in direct quotation or by reference, this section is required.  There are professional journals and style manuals available that describe how literature is to be referenced and bibliographies constructed.  The minimum requirements are that the referencing system and bibliography must be consistent throughout the manuscript, that the entries be clear, and that the entries fully agree with one another.  Students with questions should consult with their thesis/project/internship chairperson.

2.  Appendix or Appendices
Some students will not need to include this section in their manuscript.  It is usually added to contain supplementary illustrative materials, original data, mathematical derivations, computer programs, or quotations too lengthy for inclusion in the text or not immediately essential to an understanding of the text.  

Appendices should:

· Follow the last page of the Literature Cited
· Be introduced with a consecutively numbered page on which the word “APPENDIX” or “APPENDICES” (for more than one appendix) is centered without punctuation.

· The pages that follow should contain materials grouped in a consistent manner and the pages are consecutively numbered.
 

3.  Blank White Page

Attachments
1.  Photographs

Students who have photographs may have a copy center or graphics center reproduce them onto xerographic paper or the original photographs may be inserted using the dry mounting process.  Various types of permanent glue are also acceptable.  Picture corners or tape are not acceptable.

2.  Slides

If slides are a part of the thesis, project report, or internship report, then slide pockets must be included with the manuscript at the time it is presented for binding.

3.  Compact Discs
If data, graphics, or images are burned onto a CD, a CD packet must be included with the manuscript at the time it is presented for binding.
Thesis, Project, and Internship Grading Policies
Students will generally register for BIO 691, 693, 695 or NRM 691, 693 or 695 credits after successful completion of the qualifying exam.  In practice, enrolling in the appropriate course during a particular semester should provide the student with a block of time that allows them the opportunity to concentrate effort on their thesis, project or internship.  Thus, students should enroll only during semesters when they plan to carry out work related to their thesis, project or internship.  The number of credits should be appropriate for the amount of worked planned during the semester.

Ultimately, thesis, project or internship receives CR/NC.  Credit is awarded if work is performed at a level of B or better.  Credit should be awarded during the semester of enrollment if the student completes the work proposed for that semester.  For example, the student and Committee Chair may agree that the student will generate sufficient data to submit an abstract for a presentation at a professional meeting.  If that goal is achieved, obviously the student should receive CR.  If not, the student should not be awarded credit, but rather, should receive an X which is a deferred grade and indicates that the work is ongoing.  The student has two years to resolve the X.  (Note: The Graduate Committee is currently working with the Registrar to institute the X option.  In the mean time, I is the appropriate grade for incomplete work).
APPENDICES

Appendix A
Plan of Study

Biology Graduate Program

Student:_____________________

SN:_________________________

Year of Admission:____________

Area of Interest:_______________

[image: image1]
Courses to be taken or transferred as part of the student’s degree requirements:

__________________________

_______________________

__________________________

_______________________

__________________________

_______________________

__________________________

_______________________

__________________________

_______________________

__________________________

_______________________


List courses that will be taken to eliminate deficiencies but do not count toward the student’s degree requirements:

__________________________

______________________

__________________________

______________________


Signatures:

Student   __________________________________________

Graduate Committee Chair  ____________________________________


Copies: Student, Graduate Committee Chair, Departmental file
Appendix B
Graduate Committee Confirmation Form

Graduate Student___________________________

Area of Interest/Emphasis______________________

The faculty listed below have indicated their willingness to serve on the graduate committee of the graduate student named above.  These faculty agree to fulfill the responsibilities of a graduate committee member as indicated in the Biology M.S. Final Plan (see below).  Each committee will consist of a Committee Chair and at least two additional committee members.  Committees are not limited to three members however.  Committees must be approved by the Biology Graduate Program Committee.

Graduate Committee Chair
______________________________

Committee Member

______________________________

Committee Member

______________________________

Committee Member

______________________________

Committee Member

______________________________

Program Committee Approval
______________________________

Graduate Committee Responsibilities:  The responsibilities of these committees include approval of the Thesis, Project, or Internship plans, approval of Thesis, Project Report, or Internship Report, administering and evaluating qualifying exams, and assisting mentors in the guidance of the students Thesis, Project, or Internship.

Appendix C
Thesis, Project, or Internship Approval Form

Graduate Student Name _________________________

Area of Interest/Emphasis _____________________

Thesis (BIO 695, NRM 695), Project (BIO 693, NRM 693), or Internship (BIO 691, NRM 691) may account for between six to nine credits.  All credits must be from only one category.  The Thesis, Project, or Internship is conducted under the supervision of the student’s Graduate Committee Chair and Mentor and with the approval of the student’s Graduate Committee.  No course-only option is available.

Thesis, Project, or Internship title

________________________________________________________
________________________________________________________

Graduate Committee Approval

Graduate Committee Chair
_________________________________
Committee Member

_________________________________

Committee Member

_________________________________

Committee Member

_________________________________

Date of Approval __________________

Appendix D
Qualifying Exam Report Form

Graduate Student Name ________________________

All graduate students must successfully complete a qualifying exam before registering for Thesis, Project, or Internship credit.  The purpose of the exam is to ensure that student has adequate science knowledge and skill background to successfully complete their Thesis, Project, or Internship.  The qualifying exam is administered by the graduate student’s Committee.

Date of Exam

_______________________

Student’s Performance

Satisfactory
Unsatisfactory
Graduate Committee Chair
_____________________________

Committee Member

_____________________________

Committee Member

_____________________________

Committee Member

_____________________________

Appendix E
Thesis, Project, and Internship Defense Report Form

For the Master of Science in Biology
Graduate Student Name___________________________

All graduate students must successfully defend their thesis, project, or internship.  The purpose of the defense is to ensure that the student has a significant understanding of their field, the process of conducting research or a project, and can articulate this understanding.  The defense will be administered by the graduate student’s Committee.  They will ensure that the graduate student’s thesis, project, or internship meets the standards appropriate for the student’s field of study.

Date of Defense  ___________________________________

Student’s Performance
Satisfactory


Unsatisfactory

Graduate Committee Chair

__________________________________

Committee Member


__________________________________

Committee Member


__________________________________

Committee Member


__________________________________
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Appendix G
THIS IS HOW A TITLE PAGE SHOULD 

LOOK WITH ONE OR MORE LINES

A (thesis, project, or internship) submitted in partial fulfillment of

the requirements for the degree of

Master of Science

By

Your Name

To
Biology Department
Grand Valley State University

Allendale, Michigan

Month, 200(year)

[This is the month and year of the student’s defense.]

Appendix H
GRAND VALLEY STATE UNIVERSITY

Biology Department

Allendale, Michigan 49401

College of Liberal Arts and Sciences

Graduate Student:  ___________________________________________

This thesis is accepted in partial fulfillment of the requirements for the degree of Master of Science in Biology.

Graduate Committee Chair
_____________________________
Date _______

Graduate Committee Member
_____________________________
Date _______

Graduate Committee Member
_____________________________
Date _______

Graduate Committee Member
_____________________________
Date _______
Appendix I
“I don’t think we’re in Kansas anymore.”

Dorothy
The appropriate Roman numeral page number is
centered at the bottom of the page.
Appendix J
Copyright by

[Your full legal name]

[Year]

The appropriate Roman numeral page number is
centered at the bottom of the page.

Appendix K
This is dedicated to the Wicked Witch of the West

who provided me with much of

the incentive to finish this

journey.

The appropriate Roman numeral page number is
centered at the bottom of the page.
Appendix L
ACKNOWLEDGEMENTS
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Appendix R
CHAPTER I
INTRODUCTION

Subheading

     Subheadings are centered and capitalized.  The type face (font) and print size should be the same used through out the manuscript.  The wording of the subheading should be identical in both the text and in the Table of Contents.

This is Another Example

     Text of the previous section and the following subheading are separated by a triple space (two blank lines and begin typing on the third).  Below is an example of a side-heading.

Side Heading

     A side heading is optional as far as listing on the Table of Contents.  However, if you list the side heading in one chapter, you must be consistent and list them in every chapter.

Widows and Orphans

     Some programs have the ability to keep text together so you do not have what is know as widows and/or orphans.  You will want to turn this option on if it is part of your software program.  If it is not, make sure that you do not leave one line of text all alone on the bottom of a page (e.g., a new paragraph) or a partial line of text by itself on the top of a page.  Avoiding widows and orphans will improve the professional appearance of your document.

Spacing and Indentation of Text, Series and Block Quotations

     The text is double spaced and a new paragraph begins five spaces or 0.5 inches from the left margin.  A numbered, lettered, or bulleted series may be left justified or fully justified.  Block quotations are also indented from just the left margin or both the left and right margins.  In addition, block quotations are single spaced.  Here is an example of a block quotation taken from A Manual for Writers of Term Papers, Theses, and Dissertations by Kate L. Turabian.

          Short, direct prose quotations should be incorporated into the text of the paper and enclosed in double quotation marks:  “One small step for man; one giant leap for mankind.”  But in general a prose quotation of two or more sentences which at the same time runs to four or more lines of text in a paper should be set off from the text in single-spacing and indented in its entirety four spaces from the left marginal line, with no quotation marks at the beginning or end.  As an example of a bulleted series, examine the list of mistakes frequently make by graduate students when they prepare their manuscripts.

     ►     Preliminary sections in the wrong sequence

     ►     Abstract too long or missing

     ►     Headings and subheadings not consistent from chapter to chapter

►     Captions on figures and tables not identical to those on the List of Figures or List of Tables

     ►     Text or page numbers outside the margins

Appendix S
TABLES AND FIGURES
A thesis, project report, or internship report will generally include tables and figures.  Discipline guidelines should be consulted for appropriate methods for constructing and laying out tables and figures.  Because such illustrative materials must also fit the margins, it is sometimes necessary to use smaller type or make reduced copies.  With both tables and figures, the final product must be of professional quality so that the illustrations are sufficiently clear, sharp, and large enough to be easily readable and, if necessary, suitable for microfilming.  A wide illustration may be placed broadside (landscape) on the page with the top at the binding side and the caption sideways (see Figure 1 on next page).

Tables and figures are inserted as near as possible to the text they illustrate.  As a general rule, illustrations of one-half page or less in length may appear on the same page with text ("embedded"), separated from the text above and below by triple spacing as shown in Table 1.  If larger than a half page, they should be placed on a separate sheet.

Table 1.  Analysis of covariance of algal biovolume values assessing differences due to nutrient ratios.


Covariate = [P]

Covariate = [N]

Variable
d.f.
F
P
d.f.
F
P
Total biovolume
6
3.45
0.006
6
0.91
0.492

Green algal biovolume
6
3.36
0.007
6
0.74
0.619

Diatom biovolume
6
1.74
0.128
6
1.79
0.119

Cyanobacterial biovolume
6
1.13
0.357
6
1.15
0.348


Every table must bear a number and caption placed above the table.  Every figure must bear a number and caption placed below the figure.  Its placement (against the left margin or centered) must be consistent throughout the manuscript.  Captions should be kept short, as these are the same titles which make up the List of Tables and List of Figures in the preliminary pages.
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Figure 1.  Total algal abundance on tiles of three different sizes exposed to four levels of disturbance.
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Margins and Page Numbers:  Text and Supplementary Pages





The border surrounding this text is the template for text and supplementary pages.  There are only two differences between this and the preliminary pages’ template on the previous page.  The first is that the top margin is now one inch from the top of the page.  This results in an area of 6 inches by 9 inches in which the text AND page number must all fit.  The second difference is that a number of positions are not allowed for placing the page numbers.  Any one of the four positions indicated by the # symbols within this template may be used, but whichever is chosen must be used consistently throughout.  Please remember that these pages carry Arabic numbers which stand alone.  There should be no parentheses or dashes before or after the page number.  Page numbers run consecutively throughout the text and supplementary pages.  Do NOT begin each chapter, the appendices, or bibliography with the number “1”.





Please check to make sure the margin specifications indicated are correct, this page may format differently depending on the processor on the computer.  Please use margin specifications.
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Margins and Page Numbers:  Preliminary Pages





Margin requirements are strictly imposed because after the book is bound, the pages are trimmed so they will fit squarely within the cover.  The appearance of your book will be compromised if the page numbers are trimmed away or the text runs too close to the edge of the paper.





The border surrounding the text you are now reading is the template for the Preliminary pages.  It has an area of 6 inches by 8 inches.  The text AND page numbers must fit within this area.  Please check to make sure the margin specifications indicated are correct, this page may format differently depending on the processor on the computer.  Please use margin specifications.





Page numbers are small Roman numerals and are required to be centered between the margins at the bottom.
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