Thesis Formatting Tips
Once you have defended, edited, and collected committee member signatures there is a bit work to do before you are finished.  Here is a step-by-step guide on thesis formatting (see http://gradfile.fgsro.ualberta.ca/current/thesis.html for details).

1. Prefatory Pages

· Download and fill out the “Library Release Form” from FGSR’s website (see above)

· Download and personalize the title page from FGSR’s website 
Do not number the prefatory pages (i.e. sections ‘a’ to ‘l’ below).  Divide your thesis into two documents (one with prefatory pages, and the other with chapters, appendices, and page numbers), or use “section breaks”.
2. Final Formatting 
· Same font throughout document (Edit/Select all/choose font)

· Consistent title/sub-title format (re; bold/italic/underline, and spaces between titles, subtitle, and text)
· Page numbers in Arabic (i.e. 1,2,3,..), justification consistent, and at least ¾” from bottom of page 
· No page numbers on prefatory pages
· Margins consistent: top and bottom 1”; right 1.25”; left 1.5”

3. Print Rough Draft
Each section must begin on its own page in the following order (note below is for Paper Format not Traditional Format thesis):
a) Library release form

b) Title page

c) Signatory page

d) Dedication – OPTIONAL

e) Abstract (<150 words for MSc; <350 words for PhD)

f) Preface – OPTIONAL

g) Acknowledgments – OPTIONAL

h) Table of contents

i) List of Tables (if any)

j) List of figures (if any)

k) List of plates (if any)

l) List of Symbols (if any)

m) Thesis chapter 1, 2, … 

*Paper format: each chapter has its own literature cited section

*

n) Appendices

o) Student’s c.v.
Double check that the page numbers specified in your table of contents/tables/figures is still accurate after the above formatting changes.  Bring rough draft to FGSR.

4. Make FGSR’s Corrections
5. Print Thesis on Bond Paper 

You need a minimum of three copies (for FGSR, Special Collections, and the department) in addition to any extra copies you would like to have bound.  You have two printing options: (1) buy thesis paper from the bookstore and print it off in grad lab at night ($26/500sheets), or (2) drop off a electronic copy to SUB Copy Centre and have them print it for you ($0.10/sheet, including bond paper; cash only).

Before you head off to FGSR make sure to:

· Insert signatory page after the title page for each thesis copy

· Print and fill out the Graduating Student Information Sheet from FGSR’s website
· Print and fill out the Non-Exclusive License to Reproduce Thesis from FGSR’s website

6. Bring Thesis to FGSR
· Sign where you are told to sign

· Take the green sheet of paper from FGSR to the cashier on the 3rd floor and pay your micro-fiche fee as well as any outstanding registration fees (credit card or cash)

7. Bring Thesis and Green Paper to Quality Press (4th flr Mech. Eng. Bldg.)

· Provide them with title for the spine of your bound thesis that is a maximum of 45 characters, including spaces 

· Make sure they fill in their portion of the green paper

8. Return the green paper to FGSR and you are set for convocation!

