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I. Critical features from Graduate College Guidelines (website 

http://www.csuohio.edu/gradcollege/student/index.htm or booklet, also the check 
sheet available from Grad College or BGES Grad Office) are: 
A. paper 
B. margins 
C. order of sections 
D. page number on every page 
E. chapter first page format 

 
F. See Graduate College Guidelines for other tips 
G. Use theses in Department Office as models, but not all conform to these 

guidelines: if in doubt, stick to the examples here or ask the Graduate 
Program Director 

 
II. Margins (text and figures, no exceptions): 

A. Top  1"  (i.e., top of text is 1" from top of paper)  
B. Bottom 1" 
C. Left  1 ½ “ 
D. Right  1" 

 
E. Chapter first pages (see below): 

 
III. Numbering (just use numbers, no “page” or “-“ or other punctuation): 

A. preliminary pages 
1. Use Roman numerals centered and ½" from bottom; no number 

placed on title, copyright, approval, dedication and 
acknowledgment pages, but these are counted 

B. Main text (beginning with Chapter 1=page 1) 
1. Use consecutive Arabic numbers, 
2. on all but chapter first pages, either  

a. Top right corner ½" from top and ½" from right, OR 
b. Centered ½" from top, OR 
c. Centered ½" from bottom (recommended and often 

technically easiest) 
3. on chapter first pages: 

a. Centered ½" from bottom (no exceptions) 
 
IV. Subheadings can be numbered or not, as you choose    
 
V. Title page: 

A. previous degrees listed in chronological order (as in sample page) 
B. (If title exceeds 65 characters including spaces, submit on a separate 
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sheet–not for binding–a shortened title <66 characters for use on the spine 
of the bound versions) 

 
VI. Text 

A. Double spaced except for direct quotations of three or more lines (these 
are indented 5 spaces and single spaced) 

B. Indent first line of all paragraphs by 5 spaces 
C. Chapter first pages: 

1. “CHAPTER I” centered 3" from top of page 
2. Title in capitals centered 3" from top of page 
3. Text begins 2 or 3 lines below Title 

 
VII. Tables and figures 

A. Obey margins 
B. Figure legends should be below figure on same page if possible 
C. Use Word or Wordperfect tools if possible, ask if there are format 

questions 
 
VIII. Bibliography          

A. Use Harvard author, year system; ordered alphabetically 
 
IX. Appendices 

A. Section introduced with page simply carrying APPENDIX (or 
APPENDICES) centered on page 

B. Each Appendix is numbered and carried its own title at top (top margin 
remains 1") 

 
X. Non-traditional formats 

A. Using one or more manuscripts or published articles describing your work 
as separate, self-contained chapters 
1. Such manuscripts have to be authored by you as the primary author 

a. multi-author publications are not be allowed 
b. Joint publications with your advisor would be permitted if 

you do the writing 
2. If material has been published or accepted for publication, you 

must present copies of any copyright agreement to the Defense 
Committee, Graduate College, and Library 

3. The manuscript title should be the chapter title; if published, a 
footnote must include the full citation 

4. Subheadings in the chapter should correspond to the subsections of 
the manuscript (see samples) 

5. Figure and table numbering should use a chapter-number system, 
i.e., Figure 4-3 for the third figure of chapter 4.  

6. References can be included as the final section of the chapter, or 
combined into a final reference list making sure that numbering is 
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consistent 
XI. These notes are generated in WordPerfect; the rtf version may have quirks. 
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