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INTRODUCTION 
 

 
 

Beginning with Fall 2011, all theses, projects, and dissertations are submitted 

electronically to ProQuest/UMI for publication after all changes have been made to the 

document in accordance with recommendations of the thesis/project/dissertation advisor 

and committee and after the format review is completed.  If departments or students 

would like to obtain a bound paper copy, they must do so at their expense.  

 
The ProQuest/UMI website https://www.etdadmin.com/main/support?siteId=279 

has the answer to many questions that you may have about the electronic 

transmission of the thesis/project/dissertation (ETD) and the options available for 

publication and copyright.  
 

The Candidacy Specialists’ offices are in DuBourg Hall, Rooms 420 C&D. Please 

visit https://www.slu.edu/academics/graduate/current-students/index.php 

for contact information and procedures.

https://www.etdadmin.com/main/support?siteId=279
/academics/graduate/current-students/index.php
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1: MANUSCRIPT PREPARATION 
 

 

Materials and Instructions 
 

 

Font 
 

The font size for the body of the thesis/project/dissertation must be no smaller than 12-

point and should remain the same font type throughout the entire document; the font of 

table and figure titles, their captions and legends, and all notes should be no smaller than 

8-point.  Font must be legible.  Select a clear, basic font (example: Arial, Times New 

Roman).  Script fonts are not acceptable.  Font must be black, except for hyperlinks. 

 

Margins 
 

All pages (including the title and preliminary pages and pages containing tables or 

figures) must have 1-inch (2.5 cm) margins on all sides.  Only page numbers may 

encroach on the margins. 

 
Justification 

 
Text must be justified against the left margin and each paragraph should be indented. Full 

justification to the right is not acceptable. 

 
Page numbers cited in the Table of Contents, List of Tables, and List of Figures must be 
right justified. 

 
Spacing 

 
Double-space all text in the body of the thesis/project/dissertation including the Vita 

Auctoris.    The following exceptions are sin

 

are si



 

Color 

 
Text, with the exception of web links, must be in black ink.  Both black and white 
and color illustrations/figures are acceptable. 

 

 

Section Breaks/Preparing One Document 
 

The thee

ons/figut
tt

tt

e

it
i nks,



 

name, and the initials of the religious order may follow the name and precede the 

abbreviations of a previous degree or degrees (e.g., Reverend Andrew Smith, O.F.M., 

B.A., M.Div.)  The centered block that is low on the page (but above the year of degree 

conferral) is uniform in content except for the title of the degree



 

Table of Contents 
 

The words “Table of Contents” must appear at the top center of the page.  In the Table of 

Contents single-space between chapter titles and subheadings within chapters; double-

space between chapters and chapter equivalents (List of Tables, List of Figures, 

appendices, etc.).  Second and any subsequent lines in the titles or subheadings must be 

aligned under the first letter of the title.  The associated page numbers ar



 

List of Abbreviations (optional) 
 

If numerous abbreviations and/or codes appear in the text, a List of Abbreviations may be 

prepared for the benefit of the reader.  The order within the List should be either 

alphanumeric or in the order of the first appearance of the abbreviation/code within the 

text.  The List would be formatted in the manner of the List of Tables or List of Figures, 

but without associated page numbers.  The List of Abbreviations would immediately 

follow the List of Figures within the preliminary pages. 
 

 

Body of the Thesis/Project/Dissertation 

 

Typically, the body is divided into chapters (sections for Ed.D. projects ONLY). Chapters 



 

must appear at the top center of the page. The Vita Auctoris must be written in a 

narrative, not resume-style, format and be double-spaced. This is a personal/professional 

biography that may include the following events in chronologT
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