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* Thesis and Dissertation Writing Process — Graduate
School Website

* https://www.tnstate.edu/graduate/Thesis%20and%
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THESIS /DISSERTATION GUIDANCE



SPRING 2026 KEY DATES

Last day to apply for Spring
March 15, 2026 graduation via myTSU

L ast day to defend Theses and
Dissertations

March 27, 2026

Last day to submit
Theses/Dissertations into ETD ProQuest




TRONIC THESIS & DISSERTATION CHECKLIST

This Checklist is used to simplify the review of your document by the
Graduate School. It is to ensure that student has met all thesis/dissertation
completion requirements. This form must be completed, signed by student
and Chair of the Thesis/Dissertation Committee, and deposited to the
Graduate School along with other documents specified in the Checklist. Do
NOT submit your electronic thesis/dissertation if you have not met any
requirements on this “Checklist.”

PRELIMINARY STEPS

_ Successfully defended my thesis/dissertation

L Read and followed the “Guidelines for the Preparation of Dissertations
Projects, and Course Papers™

Enrolled in thesis/dissertation credits this semester

(visit:http://www.tnstate.cdu/graduate/thesesdissertations.aspx).

Followed style manual of my discipline: Ame
7% edition, MLA 9%, ACS, IEE

_ My thesis/dissertation consistently followed one of the above style manu

| ] My thesis/dissertation meets the university's academic integrity standard
Graduate Catalog).

B Committee Chair has checked my thesis/dissertation with plagiansm usit
®, Grammraly
ORGANIZATION

an Psychological Associ

Thitle Page

Title Page is the first page in your doc
is Page Number 1(Required) 2 inches
paper

Title (Centered/No more than 12 words
which means first letter is capitalized a
letters lower case,

Keywords: (italicized, no more than fivi
Running Head no more 50 spaces

Copyvright Page (Optional and included only if the $75/00 fee is paid)

CHECKLIST

Committee Page (required)

Committee Members line up (right side) and
signaturcs
Graduate Dean Line

Dedication Page (Optional)
Acknowledgments (Optional)

Abstract (not to exceed 250 words)(Required)
Contents (Required) SPACING
List of Tables (Required if there are five or more)

List of Figures, Charts, etc. (Required if there are five or more figure

List of Abbreviations (Optional)

List of Symbols (Optional)

Text is divided into chapters designated (Chapterl : Introduction, Cha
of Literature, Chapter 3: Mcthodology, Chapter 4: Findings, Chapter

References conform to style manual of my discipline: APA 7% ACS,
edition, Ik

Appendices conform to stvle manual of my discipline
Curmmculum Vitae (optional)

IRB Approval (if applicable)
CITI Centificate (if applicable)

Instruments (if applicable)

Letters (1f applicable)

a

b

5

¢ in that position to the last p

Digital Copy: | inch top/bottom/Jeft night
Bound Copy: LS inshes Jsft. | inch topbottom/night

I space after punctuation marks. (checking S times throughout page

vith no extra before or afier p

number
Style rules direct authors to start page nury
omer of the page, Nush nght (APA, 2020, p. 44)
¢ of the document, Dec |

. (After Electronic Submission)

ompletion™ (Ph.D.
sed-neses.ong/login.aspx to access the SED

Survey of Eamed Doctorates (SE
candidates only). Open hitps

send to Graduate School

I, the thesivdissertation student have checked the manuscript for all of the above items,
Student’s name (pleasepnnt); _

Signature _Date E-mail Address
I, the thesis/dissertation chair have checked the manuscript for all of the above items, |
understand that | am responsible for verifying that the manuscript meets the university's

academic integrity standards and the Graduate School’s format and style guidelines.

1. 1hen cony

ersity ETD ProQuest website

vith cach .
- Thesis Dissertation Chair’s Name (please print)
ur mar b
ate

Signature E-mail Address




Survey of Earned Doctorate

¢ o
Overview of the SED: An annual census of all research doctorate recipients in the ¢ o
University States ¢ o
4 2
¢ o

¢ Eligible Research Doctoral Degrees: A research doctorate that requires the completion
of a dissertation or an equivalent culminating project (such as a musical composition)
e Doctor of Philosophy
* Doctor of Engineering or Engineering Science

¢* SED Cycle July 1, 2024-June 30, 2025

¢ Information on the SED: 1) Detailed Educational History 2) Sources of financial
support and student debt, 3) post graduation status and employment plans, and 4)
demographic characteristics

*¢* How the SED Data is Used

* # of doctorates entering the workforce

* Evaluate Graduate Education Programs

* Make decisions about financial commitments that affect graduate education
* Inform Governmental policies

* Make labor force projections




April 10th Last day to submit Theses/Dissertations into ETD ProQuest for
Spring

& etdadmin.com/main/home7?siteld=52

A TENNESSEE

Stare UNiversiTy
Twe Campanes. Ons Univedniny

Training and Support Resources & Guidelines Submitting Your Dissertation/Thesis About ETD Administrator

Make your thesis or dissertation available to the research
community with ProQuest ETD Administrator

At Tennessee State University

Here's why:

® |t's easy

e Submissions, revisions, re-submissions, and approvals with '.‘ouracmms:ra:cr online

® Your work deposited, as applicable, into Tennessee State University repository

¢ Your work, part of the most comprehensive collection of dissertations and theses in the world—FroQuest Disserntations & Theses Globa
® Our university res es and guidelines just a click away

Here's the workflow:

< @ ¢ B

2 Rev1ew 3 Rev15e& Approve 4. Deliver
r institutional administrator ur admenistrator, to ProQuest



https://www.etdadmin.com/main/home?siteId=52

START WITH COMMITTEE
CHAIR

»Responsible for assisting the
student in establishing and
conducting thesis/dissertation

research,

> Assisting student in identifying
committee members (aligned to

research)




START WITH COMMITTEE
CHAIR

> Collaborating with committee members about:

» Assisting student with research proposal
» Statement of the Problem
» Review of Literature,
» Significant of Study,
» Formulation of Research Questions and/or
Hypotheses,
» Methodology
» Submitting to IRB
» Research findings, implications, and
recommendations
» Coordinating and convening with committee
members the student’s proposal defense and oral
defense,
» Verifying originality of thesis/dissertation
» Ensuring approved college/department writing
format (APA, MLA, IEEE. ACS)
» »Adherence to Graduate School Writing Format




APPROVED
WRITING FORMATS

 American Psychological Association (APA 7TH

EDITION)
IEEE
- Modern Language Association (MLA 9TH |EEE L o]
Guidance

EDITION
* Institute for Electrical and Electronics o AL =

Engineers (IEEE) ) ACS
 American Chemical Society (ACS) e éty]?

) \ETE] ‘ LIALhS
PLEASE CHECK WITH YOUR COLLEGE/DEPARTMENT FOR L i et lraaion
YOUR APPROVED FORMAT.




COMMITTEE CHAIR: SUBMIT TO GRADUATE SCHOOL

Thesis/Dissertation Oral Defense Form

d Signature of Committee Members

A Approval or denial (if denial to identify area(s) for
Improvements

3 Verification originality (TURNITIN, ETC)

1 Adherence to Graduate Formatting and Style Guidelines
for thesis and dissertations

4 Signature of Department Chair

 Signature of College Dean

d Coordinate with you/the student any updates from the

Graduate School regarding ProQuest publication and

- the chair resubmits to Graduate School

C—



BIG 10 QUALITY
- CHECKS

THE SCHOOL OF GRADUATE AND PROFESSIONAL STUDIES

i . Title Page
. Running Heao
. Page Numbers
Formatting and Style : :
Guidelines for Theses : I\/Iarglns S} spacing

and Dissertations

. Abstract
. Committee Page
. Contents Page
. Headings
10. Appendices

WTENNESSEE

STATE UNIVERSITY

]
i
5
A
5. Fonts
6
/
3
Q




Quality Check #1: TITLE PAGE

Running Head (one inch from top)

Graduate School Gojdelmes for Formarting of Thesi: and Dizzertscion

Title of Paper
- 2 inches from top of paper
- Title (Centered /No more than 12 words)
- “Title Case: capitalize the first word, the last word, and alll
major words in between.

- Capitalize the first word and if it has at least 4 or more letters regardless of
it value (When, What, Which, etc.)

Docomencs at TSU

« Place the word Keywords on the title page

« The word keywords is bold and italicized

 The actual five words are not bold or italicized:
 no more than five words

EXAMPLE:
Keywords: Phonology, Semantics, Aural Rehabilitation




Quality Check # 2.
RUNNING HEAD

Thesis/Dissertation is considered a Professional Paper

Running Head (under the 1inch margin and flushed left)

« An APA running head can be up to 50 characters (including spaces) and is written in ALL CAPITAL LETTERS.
* It's left-aligned and appears on all pages, including the title page.

* It's not necessary to put the label “Running head"” in front of the title (as was the case in APA 6).

Running head
(only professional papers)

APA page header.docx

v
SOCIAL COMPARISONS ON SOCIAL MEDIA



Quality Check #3:
PAGE NUMBERS

File Home Insert Draw Design Layout References Mailings Review View
B Cover Page ¥ T 79} Shapes v 73 SmartArt o ) H— + ™ Header v
* NUMERIC PAGE NUMBERS (no Roman Numerals) =l | B 2 gtomssons W || = TJ |0
L] Blank Page 2 lcons {ﬂ] Chart : l=] Footer ¥
n

3 Table Pictures . SE ~ Wikipedia | Online t | e
= Page Break 5 . (D 3DModels ¥ @iScreenshot¥ | &) My Add-ins ¥ 4 Videos |[2) Page Number ¥

INKS Y
O 1’ 2’ 3’ 4 """ Pages ustrations -] ) Top of Page
L -

* §Plain Number 1 ] Bottom of Page

EI Page Margins
E] Current Position

ALL Pages including title pages er—

Plain Number 2 Ex" Remove Page Numbers

) Page Numbers : Chap | Pain Number 3
The APA Style rules direct authors to start page tisa

fortur

numbering at "1" on the title page in the top right corner of 2

ente,r_ & More Page Numbers from Office.com
famili r of their

the page, flush right (APA, 2020, p. 44). caug

The page numbers should continue in that position to the last page of the document.
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Quality Check #4: cririniaiinniiii:

................
...............

MARGINS & SPACING

......

Margins & Spacing

* Digital Copy: 1inch top/bottom/left/right
« Bound Copy: 1.5 inches left, 1inch top/bottom/right

1 space after punctuation marks.

.......

 eessesesse. **Graduate School: (checking 5 times throughout page)



Quality Check#5:
FONTS

*Times New Roman 12pt

*Arial 11pt.

*Georgia 11 pt




Quality Check#6
ABSTRACT

(NO MORE THAN 250 WORDS)
PAST TENSE NOTING RESEARCH WAS COMPLETED.

“* Your abstract page should already include the page
header

“* On the first line of the abstract page, center the word
“Abstract” (no bold, formatting, italics, underlining, or
quotation marks).

¢ Beginning with the next line, write a concise summary
of the key points of your research. (Do not indent.)

“* Your abstract should contain at least your research
topic, research questions, participants, methods,

results, data analysis, and conclusions.

** You may also include possible implications of your

research and future work you see connected with your

findings.

GRADUATE SCHOOL PUBLICATION FORMATTING

Abstract

P gunde addressed the comamon challenges Taced by graduate ssudents i foamatting theses and

dessertations, specifically foowsing on the incossastency m adherence 1o institutiooal gusdelues

as many students struggled with the compleanes of formanting reguurements, leadesg %o delays m

whenisson and potential regections. Lo mvestigate thus ssue. a qualitative study was conducied
mvolving surveys and macrviews with 100 graduse stadents acsoss vanous discipleses, and the
fiadenss revealed thae 75% of pantscspunts reponed confusson regasding formating standasds,
particulaty @ citatwn styles and document structure. ba response. this guide provaded a
compredensive Bumework for formasung theses ad dosertations, oflenng chear msinetioas an
essential components such as ttle pages, acknowledgements, tables of contents, and reference
sts, whele emphasizeg the maporiance of comsistent style, Smt, manies, and pagination
Addinionally, peactacal tps for angamizing comsent. stracturing chapters, and presenting data
Urroneh Sables amd gwres were mchuded to ensure visual appeal and case of navigatson, with
examples and templates thastmtiog best practices 10 make i caster foc students 1 apply these
concepts %0 ther work. Ultimately. by follow e thus Somatting guide, studesss estanced the
readabilicy and professscanlism of thew theses and dessertations, maproving thewr chasces ol
waccesalil saborussion, this resosroe aumed not ealy to empowes scholans %o presess thew
research etfectively but also to foster a greater appreciation for the ngor and creativity mberes

i Uhe Testuncls process




B Quality Check #7 COMMITTEE

To the Graduaie School:

We are submitting a dissertation by Name of Student entitled, (italic) Leadership I A G I

Awareness and Attitudes of Open Educational Resources (OER) for Educational Access

and Affordability. We recommend that it be accepted in partial fulfillment of the

requirements for the degree, Doctor of Education in Educational Leadeeship with a

concentration in Higher Education Leadership.

MOTE: COMMITTEE NAMES MUST BE FLUSH TO THE RIGHT MARGIN

Prafessor Chair, Ph.DJEd. D,

Chaiperson O Committee Members line up (right side) and

Committes h-iu:rttu'_';' S i g n a t U re S

T _
Committes Member

Professor 3 PLDJEAD. 0 Be mindful to include the correct degree (Ph.D,,
Ed.D., M.S, etc.) for your committee members

J Graduate Dean Line

Accepied for the Graduate School:

Trinetia Bespress. Ed.Ib
Dean of the Graduate School




Quality Check # 8: - /D
CONTENTS PAGE Level 1 heading Page numoer
=]

Contents Page L
<* No word ‘Table’ only Contents (centered, bold) /_

“* Headings and Subheadings Level 2 heading
. [nDesign in Ancient Greek
“* Page Numbering /

The Burth of [nDessgn...

< Graduate School will conduct a (5) random
check of page numbers verification with pages)

Level 3 heading

. The death of [nDestgn...............coovvcerrrcccsiisesiisi
* You should have a ‘Table Page’ (if you have

more than 5 tables
) The Best PUDISMOE BOMMIL..................occncnusonenssosssssssassossaesasssssssssssssssasdl

<* You should have a ‘Figure Page’ (if you have
more than 5 flgures) What About Quatk.........

What About Office




Quality Check # 9:

HEADINGS « MLA et

-.-...-- ey " =
S Uy Ve _. il.hmwsqunum
> p.l‘ Mk en Y "'. W s T e W daka
s wd g et e e b
pactor sav e

| G0l Cormmrm i
L -

P |y "'l

TWA MA L & b o)vv -
whe

AR SR
Lowt § Mopoeg :m!MNIM

The Graduate School will be reviewing the headings for the appropriate format o
(which may vary)

APA Headings

Level Format

«APA 7TH EDITION

o American Psychological Association ' e e
Text starts a new paragraph.

‘MLA 9TH EDITI O N Flush left, Boldface, Title Case Heading
o Modern Language Association Tont starts & new paragraph.
Flush Left, Boldface Halic, Title Case Heading
*|[EEE Text starts a new paragraph.

°© InStitUte fOI’ EIeCtricaI and Electronics Engineers Indented, Boldface Title Case Heading Ending With a Period. Paragraph text continues on the same line as the same paragraph.

Indented, Boldface ltalic, Title Case Heading Ending With a Period. Paragraph text continues on the same line as the same paragraph.

*ACS
o American Chemical Society IEEE Hoading Format

LCaVTRm0, Swads Cavi, T Cas
e tew ire t 3 3
A Left-Alpoed Matcized "% Cose

) honted Xahorod sendence cepe’ el Degns

A aetad S ther, BaM g sentenie Case Tt tey

Conmomen, Sl Case, Timue Case




REFERENCE PAGE

Random format check of 3 citations per page

Reference List (APA Manual 2.12, chapter 9)

The reference page should follow the same format as the rest of the paper: 1-inch margins, double-spacing, and 2

flush-nght page number in the header. List sources alphabetically with no extra lines between sources

Title (9.43): Center the bolded word “References” in the

same stz and font as the title of your paper.

_| Hanging Indent (9.43): Sct a Y2-inch indent for catations
that extend more than one line. Do not attempt to create
this appearance manually by adding spaces, hard returns,
and tabs. Instead, use your program’s buslt-in process for

hanging indents

ACS Citation Format

foabks nbrm

IEEE Citation Format et e ———— e R

il Poalivrow esaorstlle .. oW ™

. Cectreniz 1o
‘/ - e 1 ) . - . hev e Maory 4 Deeire] Ne'ativivy » ) o pows,
Priom nity Tyesas Ghwerganl, W, MY, & 0 WA ITTIDLN . JINTIONE A B JRE e iy
Mooy ] First Kot Initialls) Lot Nose. *Fage Title ™ wetsite Title o ASJress [ade

» e~ - . Y )

. ‘ Chemistry Lecychapadiang
Morth Doy Yot 4 4

~

. ivdalsinl Teminty, ) - % A
. o REEN
St A Jesarnalis

LT | - e e b Sa. » “wr o . e -

Example in Bibliography

M ende U6 S pval Sama Vioe U,
Webaite
Tor chamivtry vt io®s et Tt sy O it e YV wx e

e -l i e




GRADUATE SCHOOL PUBLICATION FORMATTING

Appendices
[bold and centered)

If there is only one appendix, then there is no need for the single page titled Appendices
Reference APA 7" Edition page 41 Section.

Quality Check # 10: APPENDICES

GRADUATE SCHOOL PUBLICATION FORMATTING

Appendix A
Curriculum Vitae
A curriculum vitae (CWV) 15 a short account of one’s academic history, career and

qualifications prepared typically for a job, grants, publication submissions, professional
presentations, efc.




Quality Check # 10:
APPENDICES CONT.

* IRB
o Institutional Review Board
* CITI Certificate
o Collaborative Institutional Training
Initiative
*Copy of Instrument/Survey

CITI Certificate

CITI Collaborative Institutional Traming Initiative

Basic Learner Instructions

The following are basic learner instructions 1o logon to your CIT) site for the first time.
User should be instructed to go to www.citiprogram.org 1o register for CITI online training.
Once there, they simply click on "New Users Register Here”™,

Under “Select your institution or organization” page they should select your institution in the
“Participating Institutions™ drop down box

Next they should proceed to create thelr own username and password and select the Learner
group.

After going through registration process they should be ready and setup as CITI Learners under
your Institution setup requirements.

The file: (Steps to reistering with CITLppt) will also help you and the users of your institution 1o register
with CITI for the first time

Additionally, our knowledgebase Is an excelient source of information,

Please contact cltisupport@med miami.edu in case of any question.

GRADUATE SCHOOL PUBLICATION FORMATTING

IRB Approval

Step 1: You MUST complete the on-line CITI Training. There is no cost to TSU students

and faculty. Here is the link: https :// www.citiprogram.org. Make sure you save your
certificate on your computer,

Step 2: You'll need to determine whether to submit an EXEMPT or a non-EXEMPT
application. See the checklist below to help you determine the type of review for your
Application Packet. You'll need to have a clear understanding of the research activities
and population involved before making this decision. If you're still not sure after
completing the checklists, please contact IRB Administration at irb@tnstate edu.

o Checklist - Determination of Exemption from IRB Review
o Checklist - Determination of Expedited IRB Review
e |nformed Consent Document

Step 3: Complete the IRB Application and Assemble the Application Packet. Start your
IRB Application by completing the survey located at the following

address: https://tnstateu.azl.qualtrics.com/jfe/form/SV_3ga0a2dKuFrRGHX ; This will
provide basic information regarding your protocol. An Application Packet must be
assembled and must be submitted electronically for review (irb@tnstate edu). All
instruments used to collect data, including list of interview questions and the actual
surveys, should be included in the IRB Application Packet along with your training
certificate. Letters of Cooperation and Letters of Permission should be typed on
institutional letterhead and scanned to you computer. If your research involves
collecting data at another institution or in partnership with another institution, you
should include documentation.

e |RB Application

Your IRB Application Packet, when finished, should include one copy of each of the
following:




FIGURE EXAMPLE

Figure Elements

Participant Response Frequencies Regarding Priority of Graduate School Advising

About the Same as
Others

Somewhat Lower
Somewhat Higher

Frequency, %

Much Lower

Much Higher

Priority Rating

Not Note. The survey item read as follows: “Compared to your department’s other educational goals for
ole

(optional) psychology students, how much of a priority is it to provide students advising about the process of

applying to graduate school in psychology?”




TABLES

Departments’ Formal Requirements for Students to Learn About Graduate School in Psychology

Answer %
No formal requirements

Completion of a psychology careers course or module

Body
(rows and | Required meeting with a department advisor

columns)
Other 49
Required attendance at a presentation on psychology careers 4.3

Required meeting with an advisor from outside the department 1.2

Unsure 0.6

Note Note. The survey item read as follows: “What format requirements does your department have for

optional '
(op ) students to learn abc¢ screenshot ! school in psychology? Check all that apply.”’




COMPONENTS OF
DISSERTATION

Title

Copy Right (optional)
*Included only if the fee is
paid $75.) Committee Page
(required) List of Figures (if more than
Dedication Page (optional) 5)

Acknowledgements

List of lllustrations (if more

(optional) than 5)

Abstract (required) List of Abbreviation (it more

Contents than 5) List of Symbols
List of Tables (if more than 5) (optional)

 Chapter 5: Conclusion
 References
* Appendices Curriculum Vita

Chapter 1: Introduction
Chapter 2: Review of
Literature

Chapter 3: Methodology
Chapter 4: Findings

* IRB Approval (if

applicable)

CITI Certificate (if
applicable)

Instrument (if applicable)
Letters (if applicable)




ADDITIONAL RESOURCES

- APA 7th Edition

 Literature Review APA 7th

- Section Headings APA 7th

- Citations APA 7th

- Purdue Online Writing Lab. (n.d.). APA Tables and Figures. Purdue Online Writing Lab.

- APA 7th Edition

» APA 7th Edition for Tables and Figures

* ProQuest Submission

- Survey of Earned Doctorates


https://youtu.be/Pm-hDUC2Hgo
https://youtu.be/wKE8URD0YT8
https://www.youtube.com/watch?v=jVnCaWestig
https://youtu.be/F_yHfsX3SG8
https://owl.purdue.edu/owl/index.html
https://youtu.be/Ae6mQBUVqVE
https://youtu.be/ytnies1s65o
https://support.proquest.com/s/article/Submitting-your-ETD?language=en_US
https://sed-ncses.org/

THE SCHOOL OF
GRADUATE AND
PROFESSIONAL STUDIES

3500 John A. Merritt Blvd.
Nashville, TN 37209
615-963-5448
trespress@tnstate.edu



