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INSTRUCTIONS FOR FILING THESIS, CAPSTONE, OR DISSERTATION  

 

There are formatting rules for your thesis or dissertation that differ from most style manuals. 

These rules override specific style manuals, especially regarding the left margin. There are also 

specific formats you need to follow for the signature pages, title page, abstract pages, etc. You 

will be held accountable for the information in the appropriate manual, even if you have not seen 

or downloaded it. You should not rely on previously published UNC dissertations as your guide 

for format. Any deviation from standard thesis or dissertation format must be approved early on 

in the semester that you plan to graduate. 

 

ELECTRONIC SUBMISSION OF YOUR THESIS, CAPSTONE, OR DISSERTATION 

 After defending, file one copy of the thesis, capstone or dissertation with Carol Steward 

in the Graduate School for review and final approval. Do NOT bring all four final copies 

until you have received approval from the Graduate School.  

 Benefits of Electronic Submission: 
o Ease of access. Students may submit work from any online computer anywhere in the world, 24 

hours a day.  
o Saves paper. The process after defense is completely paperless. (All students must still present a 

hardcopy after the review edits have been made.) 
o Easy Payment. Students pay all fees online directly to through your UNC account.  
o Students save the cost of reproducing draft copies on paper. The final copies are still required to be 

bound for the University and Student.  
o More flexible. ETDs allow for color graphics, animation, sound and video, and hyperlinks, none of 

which was possible with paper reproduction or microfilm.  
 Complete the Submission Form, and send it to carol.steward@unco.edu to trigger the 

review.  

 Naming requirements for filing your electronic thesis, capstone or dissertation: Last 

Name.First Initial.Date sent to Graduate School  
o ie: Sample.C.10.08.08 
o if sending more than one document, the preliminary pages should be named: 

prelim.Sample.C.10.08.08 

 Send electronic copy to carol.steward@unco.edu in no more than two MS Word 

documents (the preliminary pages and the dissertation) or preferably in a single pdf 

document. Also remember to upload the Submission form which has been renamed 

following the naming guidelines.  

 If you can't send an electronic copy, please bring one copy of thesis or dissertation on 

plain paper to the Graduate School for approval prior to making all of your final copies. 

 The review copy is read by two people in the Graduate school for format and to assure 

that it meets University standards. Corrections are commonly requested at this point, so 

please wait for final approval from the Graduate School before binding copies are 

printed. We will keep the copy to review and email any changes to you.  

 

 

 

 

 

 

 

Contact Carol.Steward@unco.edu 

 

mailto:carol.steward@unco.edu


11/26/2008  2  

Final Copies of your Thesis, Capstone or Dissertation 

 Please return all of these with the final copies of the thesis or dissertation for binding.  

 After approval from the Graduate School, deliver final copies of thesis or dissertation and 

the final forms to Carol Steward in the Graduate School. 

 PAPER REQUIREMENTS  
 1 copy on 25% (or higher) cotton paper for the Archives, 20 or 24 lb.  It should have a 

watermark (such as Southworth Exceptional Business or Resume paper) 

 3 copies on plain 20 lb. copy paper. 
If you have co-advisors, you need to make a total of 5 copies minimum. 
If you want additional copies for friends or family, bring additional copies to be bound. 
Your UNC account will be charged for the final binding.  

 

Mailing Instructions  

If you are not able to deliver the manuscript copies in person, please pack them carefully for 

shipping to avoid additional expenses. Samples of shipped manuscripts: 

 

Don't let this happen to your 

manuscript! 

 

 

 
 

I will not accept manuscripts in this 

condition! 

 

 

 
 

 

 

 

 

 

 

 
Place manuscript neatly in a 

box with a lid made 

specifically for paper or hold 

all pages in paper wrap and 

tape securely so manuscript 

does not shift at all. (Plastic 

wrap works too!) 

Package your manuscripts with care; 

this is the legacy of your hard work! 

 

 
 

Place smaller paper box within a well 

padded larger box.  

 

 
 

Tape box and ship to: 
Graduate School  

University of Northern 

Colorado  

501 20
th

 Street 

Campus Box 135 
Greeley, CO  80639-0064  
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IF YOU ARE OUT OF TOWN 

If you would rather contact a Greeley copy business, that is perfectly acceptable, as long as they 

can print one copy on the correct paper. The Graduate School cannot pick up copies, so the 

printer must have delivery service to Carter Hall Office 2007, or you should find someone 

reliable to deliver the final copies to us. If they are not in good condition, you will be required to 

reprint. I must have acceptable copies and all final forms completed by graduation day in order 

to release your degree confirmation and final transcript.    

 

FINAL FORMS  
o PLEASE remember to sign the forms. 

 If you want to order additional bound copies from PQIL, please include 

the appropriate pages, but these pages are not the forms used to order 

through the UNC binder.  

 IF you are planning to publish any portion of your paper in a professional 

journal or as part of a book, you should read and pay particular attention to 

guides 3 and 4 in the booklet. We highly recommend placing an embargo 

on the publishing through ProQuest to give you time to submit your 

project to a journal or book publisher.  

 

 The final forms required for a Master’s Thesis include: (link directly to the form) 

o Binding Sheet (link to open pdf in new window), including a permanent address, 

phone number and email address which will not change after graduation because 

the student’s copy is sent directly to you. If you plan to move in the month or two 

after graduation, please have the thesis or dissertation sent to a family or friend’s 

address so your bound copies of your thesis or dissertation will get to you. We do 

not have physical space to store them. 

o Non-Plagiarism Affirmation (link to open pdf in new window)  

o Publishing Your Thesis Booklet (link to open pdf in new window) Publishing the 

Master's thesis is optional. If you do decide to publish, please change the Abstract 

to reflect that it is published, and  complete and turn in pages 3-5. IF you want to 

order additional bound copies from PQIL, please include the appropriate pages. 

(This is totally different from the binding that we do through UNC's binder.) 

 

 Final forms required for a Doctorate of Audiology Capstone include: 

o Binding Sheet, (link to open pdf in new window) including a permanent address, 

phone number and email address which will not change after graduation. If you do 

move, please contact us so we can get your bound copies of your thesis or 

dissertation to you. We do not have physical space to store them. 

o Non-Plagiarism Affirmation (link to open pdf in new window) 

o Publishing Your Dissertation Booklet, Publishing the Audiology Capstone is 

optional. If you do decide to publish, please change the Abstract to reflect that it is 

published, and  complete and turn in pages 3-5. IF you want to order additional 

bound copies from PQIL, please include the appropriate pages. complete and turn 

in pages 3-5. IF you want to order additional bound copies from PQIL, please 
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include the appropriate pages also. (This is totally different from the binding that 

we do through UNC's binder.) 

 

 Final forms required for a Doctoral Dissertation include: 

o Binding Sheet, (link to open pdf in new window) including a permanent address, 

phone number and email address which will not change after graduation. If you do 

move, please contact us so we can get your bound copies of your thesis or 

dissertation to you. We do not have physical space to store them. 

o Non-Plagiarism Affirmation (link to open pdf in new window) 

o Survey of Earned Doctorates, (link to open pdf in new window) paper version may be 

picked up from the Graduate School or go to the UNC website, or directly to the Survey 

of Earned Doctorates website, where you can also view the Purpose and Use Brochure. 

http://www.norc.uchicago.edu/projects/Survey+of+Earned+Doctorates.htm, fill it out, 

print a copy and turn in to the Graduate School.  

o Publishing Your Dissertation Booklet, (link to open pdf in new window)  

Publishing is required for the Doctoral Dissertation. complete and turn in pages 3-

5. IF you want to order additional bound copies from PQIL, please include the 

appropriate pages also. (This is totally different from the binding that we do 

through UNC's binder.) 

 

Questions?  Contact Carol Steward at 970-/351-1805 or at carol.steward@unco.edu.  

http://www.norc.uchicago.edu/projects/Survey+of+Earned+Doctorates.htm
mailto:carol.steward@unco.edu

