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PREFACE

Your text would begin here. The Preface page will be treated like a normal text
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University Style and Format Guidelines for Theses, Project Reports, and Dissertations

for further information).
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CHAPTER 1
INTRODUCTION

Your chapter text will begin here. Double-Line Spacing is used (see the
University Guidelines Manual for the definition of Double-Line Spacing). There will not
be any extra line spaces between Titles and Subheads, Titles and Text, Subheads and
Text, or between two Text Paragraphs.

Please see the University Style and Format Guidelines for Theses, Projects, and
Dissertations, this manual will discuss in detail the proper format which should be used
for your manuscript.

In addition to the University Guidelines Manual, you may find the Guidelines
Checklist a useful tool for proofing your manuscript’s format. You can locate this guide
by going to our Thesis and Dissertation website (http://www.csulb.edu/library/guide/
serv/), then click on the Format Guide button on the left hand side of the screen.

Under the Format Guide button, we have also included the How to Set the Table
of Contents Tabs link. This webpage will help you understand how to create the look of
our table of contents dot leaders and page number alignment. Unless you know how to
properly modify an Inserted Table of Contents to obtain our University style, you will
find that setting tabs will be much easier for you. At the bottom of the webpage there are
a few Troubleshooting Hints that may help you resolve some of the most common issues

concerning setting tabs in MS Word.



(Subsequent Pages in a chapter will start here at the 1.0 inch Top Margin.) The
following is an example of inserting Tables or Figures within your manuscript, both
Portrait and Landscape Orientation. You must keep three empty lines between text

paragraphs and a table or a figure, and between tables or figures.

TABLE 1. Sample of a Table (N = 156)

Participants Male Female n
Caucasian 23 34 57
African American 21 33 54
Hispanic 20 25 45

Note: Table numbers and titles are placed at the top of the table and are formatted in
headline style capitalization. Table Lines are placed below the table title, below the
column headers, and a closing Table Line is placed at the end of a table (before any
Notes). Notes to the table follow the closing Table Line (below the table). Numerical
data within all tables must be aligned on the decimal or assumed decimal point.

350
300
250 =
500 M Winter
150 ‘l i Spring
100 M Summer
5o H Fall

0 -

2005 2006 2007 2008

FIGURE 1. Thesis and project report submissions 2005-2008. Figures can be boxed or
unboxed at the discretion of the author. However, the lines should not appear overtly
bold. A border thickness of Y pt is preferred.



UISIBIN YT ..S'] MU,

o st 9[qe ] /2ang1 oy Jo do, oy 1eyy os pauonisod st 2131 10 d[qe], Ay} Jey) AON “(SNOIASI4 01 Ul UO/JJO wIny)
SI10J00J pue SIIPELIY oY} JUI[U() PU. ‘UOIYaIIQ X8 abury) ‘sexog 1xa] 14asu] 03 moy ured o} d[of pIoA\ SIA sn 0}
Pa3u [[1M drepIpued Y -Iduosnuewr ) UM sroquinu d3ed OO [[B SB UOIIIAIIP dWeS Y} Ul pedl jsnw Joquinu d3ed
oyl 1oy QJON Pa1xdjaId s13d v4 JO SSaUNOIY) J10pI0q Y PIOq A[110A0 Jeddde j0u PINoys saul[ Ay} IOAIMOH “IOIne Ay}
JO UONRIDSIP AU} JB PAXOquUN JO PIX0q 9q ued saImn3Ig "800Z-SO0T suorssiuqgns 3odar 3odfoxd pue s1say ], "z FINDII

800¢ £00¢C 900¢ S00¢
-0
- 09
- 00T
lleJ®
Jawwns | 05T
Suuds m
J2UIM B 00¢
0S¢
00¢€

0s€



CHAPTER 2
EXAMPLE OF A TWO-LINE TITLE: FILL THE LINE COMPLETELY AND LET
THE TITLE SPILL OVER TO THE NEXT TEXT LINE
Chapter 2 text paragraphs (or subhead) begins here. Your Text will be in essay-
paragraph format. Text is Double-Line Spaced throughout. The first line of a paragraph
is indented, subsequent lines wrap back to the 1.5 inch Left Margin.

First Level Subhead

First level subheads are Centered, Underlined, and formatted in Headline Style
Capitalization (e.g., The Cat in the Hat). The first line of text is indented and begins on
the next text line below the subhead (Double-Line Space).

Second Level Subhead

Second level subheads are formatted at the 1.5 Left Margin, Left Justified,
Underlined, using Headline Style Capitalization (e.g., The Cat in the Hat). The first line
of text is indented and begins on the next text line below the subhead (Double-Line
Spacing).

Third level subhead. Third level subheads are indented at the beginning of the

paragraph, Underlined, using Sentence Style Capitalization (e.g., The cat in the hat.).
The subhead title is followed by a period and 2 spaces; the first sentence of that

paragraph follows immediately.



Multiple-Lined First Level Subhead Titles: Titles Will Fill the Entire Line with Text
Before Wrapping to the Next Line

Multiple-Lined first level subhead titles are Centered, formatted in Headline Style
Capitalization, and use Single-Line Spacing within the title. Allow the title to fill the
entire first text line with text before wrapping to the next text line.

Multiple-Lined Second Level Subhead Titles: Titles Will Fill the Entire Line with Text
Before Wrapping to the Next Line

Multiple-Lined second level subhead titles are Left Justified at the 1.5 Left
Margin, formatted in Headline Style Capitalization, and use Single-Line Spacing within
the title. Allow the title to fill the entire first text line with text before wrapping to the
next text line.

Order of Elements

Following is the required order for thesis, project report, or dissertation elements
and instructions for numbering each of the two pagination systems (lowercase Roman
numerals [i, ii, iii] or Arabic numerals [1, 2, 3]) within the manuscript:

ABSTRACT (required): This is separate from the thesis, project report, or
dissertation. The Abstract is not numbered if it is only one page. If the Abstract is more
than one page, number the pages using Arabic numerals (“ 1 and “ 2 7).

GUARD SHEET (required): Not counted in sequence; not numbered on the page.

TITLE PAGE (required): Counted in sequence as “ i ” but not numbered on the
page.

SIGNATURE/APPROVAL PAGE (required): Counted in sequence as “1ii ” but

not numbered on the page.



COPYRIGHT PAGE (if included): Not counted in sequence; not numbered on
the page.

ACKNOWLEDGEMENTS (if included): If included, it must be the first listing in
the Table of Contents and is numbered “ iii ” in lower case Roman numerals.

TABLE OF CONTENTS (required for all candidates; College of the Arts
candidates should consult his/her additional departmental project report guidelines for
further information): Numbered in lower case Roman numeral “ iii ” if there is not an
Acknowledgement page.

LIST OF TABLES (required if tables are included within in the main text or
appendices): Counted and numbered in lower case Roman numerals.

LIST OF FIGURES (required if figures are included within in the main text or
appendices): Counted and numbered in lower case Roman numerals.

LIST OF ABBREVIATIONS or NOMENCLATURE (if included): Counted and
numbered in lower case Roman numerals.

LIST OF SLIDES (required if slides are included with the manuscript
submission): Counted and numbered in lower case Roman numerals.

LIST OF WORKS (required if images are included on CDs with the manuscript
submission): Counted and numbered in lower case Roman numerals.

PREFACE (if included): Counted and numbered in lower case Roman numerals.

CHAPTERS IN ORDER (required; numbered in Arabic numerals [1, 2,3 .. .]):
Begin numbering of first chapter with Arabic numeral “ 1 > and number every page
consecutively up to the last page of the reference/bibliography section. Note that if there
are figure captions on facing pages, count but do not number these facing pages.

6



APPENDIX or APPENDICES HALF-SHEET TITLE PAGES (if included;
numbered in sequence with the main text in Arabic numerals; list these page numbers on
the Table of Contents). Designated A, B, C, and so forth, in order, with half-sheet title
pages preceding each individual Appendix.

BIBLIOGRAPHY or REFERENCES HALF-SHEET TITLE PAGE (required
[except specific majors]; list this page number on the Table of Contents): Counted and
numbered in sequence with the main text.

BIBLIOGRAPHY or REFERENCES (required [except specific majors]):
Counted and numbered in sequence with the main text.

GUARD SHEET (required): Not counted in sequence; not numbered on the

page.



CHAPTER 3
EXAMPLE TITLE FOR CHAPTER 3

Chapter 3 text paragraphs (or subhead) begins here.



Subsequent Pages in chapter 3 will start here at the 1.0 inch Top Margin.



CHAPTER 4
EXAMPLE TITLE FOR CHAPTER 4

Chapter 4 text paragraphs (or subhead) begins here.
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Subsequent Pages in chapter 4 will start here at the 1.0 inch Top Margin.

11



CHAPTER 5
CONCLUSIONS

Chapter 5 text paragraphs (or subhead) begins here.

12



Subsequent Pages in chapter 5 will start here at the 1.0 inch Top Margin.
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APPENDIX A
TITLE GOES HERE: TREAT IT LIKE A CHAPTER TITLE IF YOU HAVE A
MULTI-LINED TITLE; FILL THE LINE COMPLETELY THEN LET IT SPILL OVER

TO THE NEXT LINE

15



Appendix Material Goes Here

Individualized formatting is allowed only within the pages of the Appendix Material.
However, you must adhere strictly to the prescribed margins: 1.5 Left; 1.0” Top, Right,
and Bottom.

You must reformat ALL Tables, Figures, Graphics, Letters, et cetera, to fit within the
Margins.

If you are including Tables or Figures within your Appendix, they should be numbered in
sequence as they are mentioned in the text. If you are including Tables and/or Figures
within both the main text and the Appendix, you must format the tables/figures within the
Appendices exactly as those within the main text. However, the usage of Bold is
allowable and more flexibility with format can be allowed in the Appendix. Therefore,
the Appendix is perfect for difficult tables or figures!

If you are including appendix material which originally contained personal contact details
such as telephone numbers and/or email address, you may want to consider editing these
details out of the text. As each manuscript is published you may not want your personal
contact information available for the public-at-large. Acceptable means of editing this
information could include the usage of X’s such as: Telephone: (XXX) XXX-XXXX,
Email: XXX@XXX.XXX (department and faculty information is not personal).

16



APPENDIX B

TITLE GOES HERE: THIS BLOCK OF TEXT SHOULD APPEAR HALF-WAY

DOWN ON THE HALF-SHEET TITLE PAGE

17



Appendix Material Here
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DO NOT USE these citations to format your citations. This is meant as a visual
guide only! You will run into numerous problems during the evaluation if
you attempt to use this as your Departmental Style." Do not include this text
in your section. The top margin of the first page is 2.0 inches.
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Albrecht, R. (1954). The parental responsibilities of grandparents. Marriage and Family
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Barth, R. (1991). Educational implications of prenatally drug-exposed children. Social
Work in Education, 13, 130-136.

Baydar, N., & Brooks-Gunn, J. (1998). Profiles of grandmothers who help care for their
grandchildren in the United States. Family Relations, 47, 385-393.
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the family system. Pediatric Annals, 20, 470-481.
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raising a second family. New York, NY: Guilford Press.
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' You may have either References or Bibliography. A Reference section contains
only citations that you used within your text. A Bibliography contains both cited
references and background (influential but not cited within the text).

This Reference Section Example contains the Author—Date system. The
following examples were done according to the APA 6™ Edition Style Manual.

Citations are Single-Line Spaced within the citation with one empty line between
each new citation.
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	PREFACE
	Your text would begin here.  The Preface page will be treated like a normal text page.  Your Preface paragraphs must be indented the same as your Chapter (main text) paragraphs.  All grammatical and text preparation guidelines apply to Preface.  The Preface is part of the preliminary pages, therefore, it keeps the lowercase Roman numeral pagination format.
	All pages within each Thesis, Project Report, or Dissertation, will have a 1.5 inch Left Margin, 1.0 inch Right and Bottom Margins, and 1.0 inch Footer (the 1.0 inch Footer will format all page numbers and footnotes above the 1.0 inch Bottom Margin).  The first page, of each new ‘section,’ will have a 2.0 inch Top Margin but all subsequent pages within the ‘section’ will revert back to the 1.0 inch Top Margin (please refer to the University Style and Format Guidelines for Theses, Project Reports, and Dissertations for further information).
	CHAPTER 1
	INTRODUCTION
	Your chapter text will begin here.  Double-Line Spacing is used (see the University Guidelines Manual for the definition of Double-Line Spacing).  There will not be any extra line spaces between Titles and Subheads, Titles and Text, Subheads and Text, or between two Text Paragraphs.
	Please see the University Style and Format Guidelines for Theses, Projects, and Dissertations, this manual will discuss in detail the proper format which should be used for your manuscript.
	In addition to the University Guidelines Manual, you may find the Guidelines Checklist a useful tool for proofing your manuscript’s format.  You can locate this guide by going to our Thesis and Dissertation website (http://www.csulb.edu/library/guide/
	serv/), then click on the Format Guide button on the left hand side of the screen.
	Under the Format Guide button, we have also included the How to Set the Table of Contents Tabs link.  This webpage will help you understand how to create the look of our table of contents dot leaders and page number alignment.  Unless you know how to properly modify an Inserted Table of Contents to obtain our University style, you will find that setting tabs will be much easier for you.  At the bottom of the webpage there are a few Troubleshooting Hints that may help you resolve some of the most common issues concerning setting tabs in MS Word.
	(Subsequent Pages in a chapter will start here at the 1.0 inch Top Margin.)  The following is an example of inserting Tables or Figures within your manuscript, both Portrait and Landscape Orientation.  You must keep three empty lines between text paragraphs and a table or a figure, and between tables or figures.
	TABLE 1.  Sample of a Table (N = 156)
	n
	Female
	Male
	Participants
	57
	34
	23
	Caucasian
	54
	33
	21
	African American
	45
	25
	20
	Hispanic
	Note:  Table numbers and titles are placed at the top of the table and are formatted in headline style capitalization.  Table Lines are placed below the table title, below the column headers, and a closing Table Line is placed at the end of a table (before any Notes).  Notes to the table follow the closing Table Line (below the table).  Numerical data within all tables must be aligned on the decimal or assumed decimal point.
	/
	FIGURE 1.  Thesis and project report submissions 2005-2008.  Figures can be boxed or unboxed at the discretion of the author.  However, the lines should not appear overtly bold.  A border thickness of ¼ pt is preferred.
	/
	FIGURE 2.  Thesis and project report submissions 2005-2008.  Figures can be boxed or unboxed at the discretion of the author.  However, the lines should not appear overtly bold.  A border thickness of  ¼ pt is preferred.  Note that the page number must read in the same direction as all other page numbers within the manuscript.  The candidate will need to use MS Word Help to learn how to Insert Text Boxes, Change Text Direction, and Unlink the headers and footers (Turn off/on Link to Previous).  Note that the Table or Figure is positioned so that the Top of the Figure/Table is the ‘new’ 1.5” Left Margin.
	CHAPTER 2
	EXAMPLE OF A TWO-LINE TITLE:  FILL THE LINE COMPLETELY AND LET THE TITLE SPILL OVER TO THE NEXT TEXT LINE
	Chapter 2 text paragraphs (or subhead) begins here.  Your Text will be in essay-paragraph format.  Text is Double-Line Spaced throughout.  The first line of a paragraph is indented, subsequent lines wrap back to the 1.5 inch Left Margin.
	First Level Subhead
	First level subheads are Centered, Underlined, and formatted in Headline Style Capitalization (e.g., The Cat in the Hat).  The first line of text is indented and begins on the next text line below the subhead (Double-Line Space).
	Second Level Subhead
	Second level subheads are formatted at the 1.5” Left Margin, Left Justified, Underlined, using Headline Style Capitalization (e.g., The Cat in the Hat).  The first line of text is indented and begins on the next text line below the subhead (Double-Line Spacing).
	Third level subhead.  Third level subheads are indented at the beginning of the 
	paragraph, Underlined, using Sentence Style Capitalization (e.g., The cat in the hat.).  The subhead title is followed by a period and 2 spaces; the first sentence of that paragraph follows immediately.
	Multiple-Lined First Level Subhead Titles:  Titles Will Fill the Entire Line with Text Before Wrapping to the Next Line
	Multiple-Lined first level subhead titles are Centered, formatted in Headline Style Capitalization, and use Single-Line Spacing within the title.  Allow the title to fill the entire first text line with text before wrapping to the next text line.
	Multiple-Lined Second Level Subhead Titles:  Titles Will Fill the Entire Line with Text Before Wrapping to the Next Line
	Multiple-Lined second level subhead titles are Left Justified at the 1.5” Left Margin, formatted in Headline Style Capitalization, and use Single-Line Spacing within the title.  Allow the title to fill the entire first text line with text before wrapping to the next text line.
	Order of Elements
	Following is the required order for thesis, project report, or dissertation elements and instructions for numbering each of the two pagination systems (lowercase Roman numerals [i, ii, iii] or Arabic numerals [1, 2, 3]) within the manuscript:
	ABSTRACT (required):  This is separate from the thesis, project report, or dissertation.  The Abstract is not numbered if it is only one page.  If the Abstract is more than one page, number the pages using Arabic numerals (“ 1 ” and “ 2 ”).
	GUARD SHEET (required):  Not counted in sequence; not numbered on the page.
	TITLE PAGE (required):  Counted in sequence as “ i ” but not numbered on the page.
	SIGNATURE/APPROVAL PAGE (required):  Counted in sequence as “ ii ” but not numbered on the page.
	COPYRIGHT PAGE (if included):  Not counted in sequence; not numbered on the page.
	ACKNOWLEDGEMENT (if included):  If included, it must be the first listing in the Table of Contents and is numbered “ iii ” in lower case Roman numerals.
	TABLE OF CONTENTS (required for all candidates; College of the Arts candidates should consult his/her additional departmental project report guidelines for further information):  Numbered in lower case Roman numeral “ iii ” if there is not an Acknowledgement page.
	LIST OF TABLES (required if tables are included within in the main text or appendices):  Counted and numbered in lower case Roman numerals.
	LIST OF FIGURES (required if figures are included within in the main text or appendices):  Counted and numbered in lower case Roman numerals.
	LIST OF ABBREVIATIONS or NOMENCLATURE (if included):  Counted and numbered in lower case Roman numerals.
	LIST OF SLIDES (required if slides are included with the manuscript submission):  Counted and numbered in lower case Roman numerals.
	LIST OF WORKS (required if images are included on CDs with the manuscript submission):  Counted and numbered in lower case Roman numerals.
	PREFACE (if included):  Counted and numbered in lower case Roman numerals.
	CHAPTERS IN ORDER (required; numbered in Arabic numerals [1, 2, 3 . . .]):  Begin numbering of first chapter with Arabic numeral “ 1 ” and number every page consecutively up to the last page of the reference/bibliography section.  Note that if there are figure captions on facing pages, count but do not number these facing pages.
	APPENDIX or APPENDICES HALF-SHEET TITLE PAGES (if included; numbered in sequence with the main text in Arabic numerals; list these page numbers on the Table of Contents).  Designated A, B, C, and so forth, in order, with half-sheet title pages preceding each individual Appendix.
	BIBLIOGRAPHY or REFERENCES HALF-SHEET TITLE PAGE (required [except specific majors]; list this page number on the Table of Contents):  Counted and numbered in sequence with the main text.
	BIBLIOGRAPHY or REFERENCES (required [except specific majors]):  Counted and numbered in sequence with the main text.
	GUARD SHEET  (required):  Not counted in sequence; not numbered on the page.
	CHAPTER 3
	EXAMPLE TITLE FOR CHAPTER 3
	Chapter 3 text paragraphs (or subhead) begins here.
	Subsequent Pages in chapter 3 will start here at the 1.0 inch Top Margin.
	CHAPTER 4
	EXAMPLE TITLE FOR CHAPTER 4
	Chapter 4 text paragraphs (or subhead) begins here.
	Subsequent Pages in chapter 4 will start here at the 1.0 inch Top Margin.
	CHAPTER 5
	CONCLUSIONS
	Chapter 5 text paragraphs (or subhead) begins here.
	Subsequent Pages in chapter 5 will start here at the 1.0 inch Top Margin.
	APPENDICES
	APPENDIX A
	TITLE GOES HERE:  TREAT IT LIKE A CHAPTER TITLE IF YOU HAVE A MULTI-LINED TITLE; FILL THE LINE COMPLETELY THEN LET IT SPILL OVER TO THE NEXT LINE
	Appendix Material Goes Here
	Individualized formatting is allowed only within the pages of the Appendix Material.  However, you must adhere strictly to the prescribed margins:  1.5” Left; 1.0” Top, Right, and Bottom.
	You must reformat ALL Tables, Figures, Graphics, Letters, et cetera, to fit within the Margins.
	If you are including Tables or Figures within your Appendix, they should be numbered in sequence as they are mentioned in the text.  If you are including Tables and/or Figures within both the main text and the Appendix, you must format the tables/figures within the Appendices exactly as those within the main text.  However, the usage of Bold is allowable and more flexibility with format can be allowed in the Appendix.  Therefore, the Appendix is perfect for difficult tables or figures!
	If you are including appendix material which originally contained personal contact details such as telephone numbers and/or email address, you may want to consider editing these details out of the text.  As each manuscript is published you may not want your personal contact information available for the public-at-large.  Acceptable means of editing this information could include the usage of X’s such as:  Telephone:  (XXX) XXX-XXXX, Email:  XXX@XXX.XXX.
	APPENDIX B
	TITLE GOES HERE:  THIS BLOCK OF TEXT SHOULD APPEAR HALF-WAY DOWN ON THE HALF-SHEET TITLE PAGE
	Appendix Material Here
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