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PLEASE NOTE

Students are responsible for adherence to all requirements specified in the manual.

The burden of properly formatting the manuscript is entirely the responsibility of the
student.

Manuscripts submitted to ProQuest are final.



GENERAL GUIDELINES

m Neat, clean, eligible, and error-free

m Print must be consistently clear and dense with dark black characters
m Photographs and illustrations may be in color

m Font should be at least 10-point, including sub- and superscripts

m Templates are available online



MARGINS

= All margins must be at least 1-inch
m Left and right margins must be equal

m Page numbers at the bottom may fall inside of the margin



DEGREE TITLE

m Ensure that the title of your degree (i.e.: Social Ecology) is consistent
throughout the manuscript

= Title Page

m C.V. (PhDs only)

= Abstract

m Account profile on ProQuest

m If you need to find the exact phrasing of your degree, check the
Graduate Division website (grad.uci.edu)
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COPYRIGHT PERMISSIONS

You MUST provide copyright permission letters if:

Any of your cited material is committed to future publication
You reproduce maps, charts, statistical tables, or other similar illustrative materials
You quote continuously or extensively from one particular work/author

You include previously published articles in their enfirety as part of your thesis or
dissertation

Many publishers offer “blanket” permission statements on their websites that provide
copyright permission to authors of published articles. If this is true for you, take a
screenshot of this statement and upload it along with your manuscript.



YOUR MANUSCRIPT

m Preliminary Pages

m Text and References




PRELIMINARY PAGES: ORDER

m Title Page

m Copyright Page

m Dedication Page (optional)

= Table of Contents

m Separate pages for lists of symbols, tables, figures, illustrations, abbreviations, etc.
m Acknowledgements Page

m Curriculum Vitae (PhDs only)

m Abstract



PRELIMINARY PAGES: PAGINATION

m Every page of your manuscript MUST be numbered.*
m *TWO EXCEPTIONS: Title Page and Copyright Page

m Pages following the Copyright Page through the end of the Abstract are numbered
with lowercase Roman numerals beginning with ii.

m There will be no Roman numeral i

m The first numbered page of your manuscript will either be the Dedication or the Table
of Contents (should you choose not to have a Dedication page). This page will be
numbered ii.
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TEXT AND REFERENCES: ORDER

m Infroduction or Preface
= Main body

m Conclusion

m Bibliography/References
m Appendices



TEXT AND REFERENCES: PAGINATION

m Text and reference pages must be numbered with Arabic numbers (i.e.. 1, 2, 3, etc.)

m First page after the Abstract is always page 1, regardless of whether it is the first page
of the Infroduction, of Section 1, or of Chapter 1

m Pages are numbered consecutively through the end of the manuscript, through all
references and/or appendices



FORMATIING ASSISTANCE

m Pre-submission critiques are available to all students

m Request a critique before meeting with your committee members
m Noft arequired step in the filing process

m Focus on the preliminary pages



FILING PROCEDURES

m See: Section 6 of the Manual, “Electronic Dissertation Filing Procedures”
m DO NOT include a signature page in your manuscript
m All forms and surveys are submitted to the Graduate Division at 120 Aldrich Hall

m Electronic Thesis and Dissertation Submission site: www.etdadmin.com/uci

Submit ONLY the final version of your thesis/dissertation online. Once your dissertation is
accepted, changes are not permitted.



ELECTRONIC VS. PAPER SUBMISSIONS

Paper Submission

Electronic Submission
m Upload PDF copy to ProQuest

= NO white-out or type-over tape

m 100% cotton bond paper, 20 to 24
pound, 8 2 x 11

m No visible corrections, crossed-out
words or letters, strikeovers, or additions
inside or outside of the margins
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You may want to delay the release of your manuscript by ProQuest in order to publish
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m Complete the Masters/PhD Signature page



FREQUENTLY-ASKED QUESTIONS

m See online FAQ

m See: Avoid these Common Mistakes

m Proofread!
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