APPENDIX B-10

Format/Appearance Checklist:  Union University Dissertations
(Bold indicates required pages; italics indicate optional pages.)

1.________	Order of Preliminary Pages
· front flyer (blank)
· approval page 
· statement of permission to use 
· title page
· copyright page
· dedication page
· acknowledgments page (optional but highly encouraged to include)
· abstract
· table of contents
· list of tables (used only if 5 or more tables)   
· list of figures (used only if 5 or more figures)
· list of abbreviations or symbols (only if needed)
		

2.________	Format of Preliminary Pages

Approval/Signature Page – title begins 2 inches from top; signatures in black ink; margins: 1.5 inches left, 1.0 inch right, 1.0 inch bottom; not assigned a page number.

Statement of Permission to Use – title in all caps begins 2 inches from top; margins: 1.5 inches left, 1.0 inch right and 1.0 inch bottom; signature in black ink; not assigned a page number

Title Page – (title not underlined or italicized) begins 2 inches from top; contains the statement: A dissertation submitted……, author, semester/year; margins 1.5 inches left, 1.0 inch right, 1.0 inch bottom; page number assigned but not typed.

Copyright Page – copyright statement begins 4 inches from top; margins: 
1.5 inches left, 1.0 inch right and 1.0 inch bottom, numbered in small Roman
numeral (if used).

Dedication Page – The word “DEDICATION” begins 2 inches from top, text begins 4 spaces below; margins: 1.5 inches left, 1.0 inch right, 1.0 inch bottom; numbered in small Roman numeral (if used).	


Acknowledgments Page – The word “ACKNOWLEDGMENTS” begins 2 inches from top, text begins 4 spaces below; margins: 1.5 inches left, 1.0 inch right and 1.0 inch bottom, numbered in small Roman numeral (if used).

Abstract – The word “ABSTRACT” begins 2 inches from top, text of abstract begins 4 spaces below, text is double-spaced, small Roman numeral.

Table of Contents – “TABLE OF CONTENTS” begins 2 inches from top,
listing begins 4 spaces below; chapters, parts, and sections must be worded 
the same as in manuscript; page numbers flush right below heading “PAGE”;
chapters, parts, sections flush left; dot leaders between titles and page numbers;
margins: 1.5 inches left, 1.0 right and 1.0 inch bottom; assigned small Roman numeral.

List of Tables - “LIST OF TABLES” begins 2 inches from top, listing begins
4 spaces below; captions for tables must be worded the same as in manuscript;
page numbers flush right below heading “PAGE;” titles flush left; dot leaders
between captions and page numbers; margins: 1.5 inches left, 1.0 inch right and
inch bottom; assigned small Roman numeral.

List of Figures – “LIST OF FIGURES” begins 2 inches from top, listing begins 4
spaces below; captions must be worded the same as in manuscript; page numbers
flush right below heading “PAGE;” captions flush left; dot leaders between titles and page numbers; margins: 1.5 inches left, 1.0 inch right and 1.0 inch bottom; assigned small Roman numeral.

List of Abbreviations/Symbols – “LIST OF ABBREVIATIONS/SYMBOLS” 
begins 2 inches from top, listing begins 4 spaces below; captions must be 
worded the same as in manuscript; page numbers flush right below 
heading “PAGE;” captions flush left; dot leaders between titles and page 
numbers; margins: 1.5 inches left, 1.0 inch right and 1.0 inch bottom; 
assigned small Roman numeral.


3. _______	Body of Dissertation

Text – Double-spaced, single side, chapter, (or part or section weighted 
as a chapter) begins a new page (centered 2 inches from top, title of chapter
in all caps, text beginning 4 spaces below).

Margins – 1.5 inches left, 1.0 inch right and 1.0 inch top/bottom


Pagination – numbers (without punctuation) placed in upper right-hand 
corner 1.0 inch from top edge and flush right.

Tables and Figures – must be of reproducible quality, near portion of text they illustrate, inside margins, text separated from tables by two double spaces, tables and figures numbered in separate series, numbered in Arabic numerals. Title/caption for table are placed at the top of table; for figure they are placed below.

References –follows same chapter/section page format rules (2 inch margin in all caps – text 4 spaces below, standard margins.)   The reference list is preceded by a numbered separation page titled “REFERENCES” with the designation centered within the left and right margins and located one double space above the vertical center of the page. 

Citations within the text – Citations with 1-2 authors – all authors cited with each citation (APA 6th ed., p. 175). Citations with 3-5 authors – all authors cited with first citation, then cite only first author and et al. Citations with 6 or more authors – cite only first author and et al. When you include more than one work within the same parentheses, they should be listed in the same order in which they appear in the reference list (alphabetical order of author’s last name or in order of dates if by the same author).

Appendices - Preceded by a numbered separation page and titled “APPENDIX” or “APPENDICES” with the designation centered within the left and right margins and located one double space above the vertical center of the page. All formatting rules applicable to the text also apply to the appendices.

Student’s Name: (please print) ______________________________________________

Email Address__________________________________ Phone ______________

Please provide your APA Editor’s Name _______________________________________

Email Address__________________________________ Phone ______________


I verify that all of the above conditions are met:

Student’s Signature _____________________________________ Date_______________

Chair’s Signature _______________________________________ Date_______________
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