
Margins + Justification + Font 
 1.5” on left  
 1” right, top, and bottom  
 Left-aligned recommended 
 Black, size 12, Times New Roman font 
 Use style guide format for headings and 

subheadings. See sample N 
 
Spacing + Indentation 
 Double spaced 
 Start of paragraph should be indented ½” 

from the left margin 
 Long quotes, footnotes, tables, 

bibliographs, captions, etc., conform to 
style manual for specific discipline 

 
Pagination 
 No printed page numbers before abstract 

page, though include in page count 
 First page with a number printed on the 

page is the abstract. 
o Lower case Roman Numerals 

i.e., iii, iv, No Punctuation! 
 The text pages (first page, bibliography, 

appendices) are numbered consecutively 
in Arabic, 1,2, centered and ½ inch 
bottom of page – only page number 

o NO punctuation marks, the word 
page, or letter suffixes, e.g., 10.; 
10a, page 10. 

 
Title Page 
 Use structure sample A  

 
Signature Page 
 Use structure sample B. Do not include 

signatures on publication copy. A signed 
copy will be submitted to our office from 
your department 

 
Abstract  
 Use structure sample F 
 Lower case Roman Numeral pagination  
 Cannot exceed 350 words 
 

Document Sequence 

1. Title Page 

2. Copyright*  
– sample C 

 
3. Signature Page 

4. Dedication*  
– sample D 

 
 
5. Acknowledgement*  

– sample E  
 

6. Abstract 

7. Table of Contents 

8. List of Tables* 

9. List of Figures* 

10. Body of Paper 

11. Bibliography  

12. Appendices*  

 
 
 

 

 
 

Table of Contents 
 Use structure sample G  
 Chapter title in ALL CAPS 
 Abstract, References, Appendices, List of 

Tables and Figures – ALL CAPS 
 Subheadings are indented and Title Case 
 Each title/subheading (except CHAPTER 

and APPENDCIES) followed by leader 
dots and a page number 

 No bold, italics or underline, SMALL CAPS 
 Use the title Appendix = single; 

Appendices = multiple  
 
Tables + Figures 
 Use structure samples H+I 
 Tables/Figures must fit within margin, 

descriptions can be single spaced. See 
samples K + M 

 Color may be used. Font can be smaller 
 Figures – copy and paste as picture, 

include alt text. See samples K, O-R 
 Photographs and images must be clear, 

meet margin and accessibility 
requirements. Color permitted 

 
Body of Paper 
 First page of each Chapter will start 3” 

from top of page. See samples J+K 
 The chapter title will always be heading 

level 1, all subsequent headers should 
follow the designated format by your 
writing manual. See sample R 

 
Bibliography / References 
 Entry double spaced and follow writing 

manual. See two examples, sample N 
 

Appendices* 
 Include APPENDIX subheading above 

appendix titles listed by letter/roman 
numerals and in ALL CAPS.  

 See samples S-V 

 
 
 
 

 
 
 
 

 
  

THESIS/DISSERTATION FORMAT CHECKLIST 
 

This document is for general guidance. Students are responsible for meeting the department’s/program’s standards 
and requirements, and format requirements of the College of Graduate Studies as outlined on this page. For more in-

depth formatting requirements, see Thesis and Dissertation Format Guidelines  

Dissertation | phddissertation@csuohio.edu 
Thesis | masterthesis@csuohio.edu 
General | grad@csuohio.edu 

 
 

*Optional Sections Follow 
style guide on formatting for 

optional sections. 

Last defense date for degree conferral: 
Fall and Spring: Friday of 10th week 

Summer: Friday of 7th week 

https://graduate-studies.csuohio.edu/current-students/thesis-dissertation-format-guidelines
mailto:phddissertation@csuohio.edu
mailto:masterthesis@csuohio.edu
mailto:grad@csuohio.edu


2 
 

 
SAMPLE Thesis + Dissertation Suggested Timeline 

(for fall/spring degree conferral, contact Graduate Studies for specific dates) 
 
August/January 

− Apply for graduation -  CampusNet graduation tab 
− Program/department submits approval form to Graduate Studies for dean’s signature. The form 

must include the department chair and academic college dean’s signatures. 
− Last date to defend for degree conferral is Friday of 10th week.  

o The last date for summer is Friday of the 7th week. 
 The earlier you defend, the more time you will have to complete the remaining 

steps. Note: you must be registered for thesis or dissertation credit the term you 
defend. 

 
September/February 
See the dissertation/thesis publication checklist for additional information. 

− Defend, have committee members sign signature page. 
− Incorporate requested changes from your committee members. 
− Edit your paper; follow Graduate Studies format guidelines. 
− Schedule via StarFish, format review meeting with the College of Graduate Studies. 

o The format review may require multiple revisions, and plan accordingly. 
 
October/March 

− Academic college or program forwards notice of completion and signature page to Graduate 
Studies. 

− Doctoral Only: submit receipt and certificate of completion to Graduate Studies.  
− Deadline to schedule format review meeting for fall/spring degree conferral. 

 
November/April 

− Create an account and upload pdf to OhioLINK for publication. Instructions will be provided. 
− Graduate Studies will officially publish to OhioLINK or return for corrections. 

o You will receive confirmation email. 
− Graduate Studies conducts degree audit. 

 
December/May 

− Deadline to ensure degree conferral.  
o Note: Publication on OhioLINK is a degree requirement. The deadline to publish is 

approximately four weeks following the last day of class for your degree to be conferred 
for the proposed term. Failure to publish by the established deadline can delay the 
conferral of your degree.  

https://campusnet.csuohio.edu/
https://graduate-studies.csuohio.edu/sites/default/files/2024-09/proposalform.pdf
https://graduate-studies.csuohio.edu/current-students/thesis-dissertation-format-guidelines
https://graduate-studies.csuohio.edu/current-students/thesis-dissertation-format-guidelines
https://www.csuohio.edu/successprograms/starfish-student
https://etdadmin.ohiolink.edu/acprod/odb_etd/r/etd/admin/login
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Alternative text (alt text) is descriptive text which 
conveys the meaning and context of a visual item in a 
digital setting, such as on an app or web page. Well-
written, descriptive alt text dramatically reduces 
ambiguity and improves user experience. 
 
 

 
 
 
Images and pictures. Make sure to convey the content 
and the purpose of an image in a concise and 
unambiguous manner. The alt text shouldn’t be longer 
than a sentence or two—most of the time a few 
thoughtfully selected words will do. Consider what is 
important about an image.  
 
 

 
 
Diagrams, flow charts, and charts. When dealing 
with objects that give detailed information, such as an 
infographic, use alt text to provide the information 
conveyed in the object. Describing a chart as ‘A bar 
chart showing sales over time,' for example, would not 
be useful to a blind person. Try to convey the insight; 
for example, ‘A bar chart showing sales over time. In 
July, sales for brand A surpassed sales for brand B and 
kept increasing throughout the year.’ Alt text should 
also clearly describe the beginning point, progress, and 
conclusion of flow charts. 
 
 

 
 
 
 
Do not repeat the surrounding textual content as alt text or use 
phrases referring to images, such as, "a graphic of" or "an image 
of."  
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