Thesis PROCESSING GUIDELINES
Thesis guidelines also are applicable to Dissertations, 
MBA Professional Reports, and Joint Applied Projects
Most programs at NPS require completion of an acceptable thesis for the award of a Master’s degree. The thesis completion due date is the first Friday after graduation. Any student who fails to complete a thesis by the due date must submit a Thesis Extension request. The request must be submitted to the student’s Department via Thesis Advisor, Program Officer, and Department Chairman prior to the thesis completion date. 
The Thesis Processing website can be found at:  http://www.nps.edu/Research/research1.html.
Familiarity with this site is essential, as it contains all necessary forms and information for completing the thesis portion of NPS degree requirements! 
The NPS Thesis Preparation Manual, found at: http://www.nps.edu/Research/documents/thesis_prep_manual.doc outlines the procedures for thesis submission. The editorial and formatting requirements for theses are very precise; therefore, it is imperative that the student thoroughly read the Thesis Preparation Manual prior to starting. Past thesis abstracts or technical reports of other students can be accessed at http://www.nps.edu/research/MoreThesisAbst.html.
Selecting a Thesis Topic. Student’s theses can be sponsored by a specific professor doing research in a pertinent field or by an outside command. Other sources for topics include seminars and lectures (especially those from DoD activities), problem areas observed in previous tours and relevant DoD topics. Successful thesis management results from early identification of topic, definition of scope, and thorough consultation with advisor(s). Program Officers, Department Chairs, and faculty members are available should the student require additional help. Two publications of current faculty and student research are distributed from the Dean of Research to the academic departments. These publications are “Summary of Naval Postgraduate School Research Program,” which covers faculty research, and “Compilation of Abstracts of Theses Submitted by Candidates for Degrees.” http://www.nps.edu/Research/index.html
Thesis Preparation and Submission is a time-consuming process that should be started at least two quarters prior to graduation. Due to the nature of research and thesis writing, the general rule is: first, estimate time to completion—then, double that amount of time! 
Thesis Brief sessions, presented every quarter, are a must for all prospective graduates; Distance Learning Students can view the Thesis Brief online at http://www.nps.edu/research/documents/etdfin_DL.ppt . The Thesis Brief materials detail formatting requirements and working in the Thesis Template, mandatory compatibility settings in Microsoft Word, SharePoint use, a start-to-finish process map, contact information, and FAQs.  
The following is a summary of the thesis preparation and submission process, and it is provided as a basic guideline. Exact requirements should be obtained from the NPS Thesis Manual. 

1.
Submit Thesis Proposal to Thesis Advisors. 

2.
Begin writing. Work with advisors until first draft is ready for review by the Thesis Processor.
3.
Review Thesis Brief for Distance Learning students at: http://www.nps.edu/research/documents/etdfin_DL.ppt. Resident students go to:  http://www.nps.edu/research/Documents/etdfin.ppt

Pay particular attention to the Guide for Word 2008, 2007 and the Mac http://www.nps.edu/Research/documents/WordMacTemplate.doc for mandatory instructions on setting inter-system compatibility for file-sharing with the Thesis Processor, Advisors, Dept Chair, etc. 
4.
Submit draft of thesis through SharePoint account (if available; see below), or as an e-mail attachment, to the Thesis Processor for formatting review. The thesis does NOT have to be complete for the first review. Send e-mail request for review, along with any comments or questions, to Thesisdraft@nps.edu. Include SharePoint URL, if available, or send thesis draft file as an e-mail attachment. A Thesis Processor will review thesis draft file and return it with comments and further instructions.

5.
Continue work with advisors until advisors approve the completed thesis content.
6.
Create Special Abstract (SAB) file http://www.nps.edu/Research/documents/thesis_special_abstract_001.doc Include e-mail addresses for recipients listed in thesis Initial Distribution List. (Recipients receive e-mail notification, with a URL link to the final PDF of thesis in the Dudley Knox Library.)
7.
Request Final Review from Thesis Processor. Post completed SAB to SharePoint, or send as an e-mail attachment. The thesis review process concludes once the final .PDF file of the thesis and the SAB are approved by the Thesis Processor.
8.
Circulate hard copy of Release Form (printed from http://www.nps.edu/Research/documents/thesis_release_form.doc) and Signature Page (printed from your thesis) to advisors and department chair for signatures.
9.
Signed and completed Release and Signature forms, in hard copy, must be submitted to Thesis Processor before Green Card can be issued, which completes NPS degree requirements. Consult assigned Education Technician for help routing forms to the Thesis Processor. 
A SharePoint account may be obtained by contacting NPS ITACS at (831) 656-1046 or ITACS@nps.edu.
Thesis Extensions may be granted to a student who does not receive a degree at the end of his/her normal course of study because he/she has been unable to complete a required Master’s thesis. Application for additional time must be made under the terms of the policy described below. An approved thesis extension is required for such a student to remain a candidate for a degree. Maintaining a viable degree candidacy is the student’s responsibility. A lapsed candidacy may be revived only by appeal to the Academic Council.
For a student in a distributed-learning or “hybrid” degree program, the requirement begins on graduation day of the quarter in which he/she completes the last course(s) required by his/her course of study.

A maximum of three (3) one-year extensions may be granted by the Department or Program awarding the degree.

Requests should be addressed to the Department Chair or Program Director, and must be endorsed by the Thesis Advisor, the Program Officer, and the cognizant Academic Associate.

Each request must include an explanation of the delay and a progress report.

Denial of an extension by a Department Chair or Program Director may be appealed, via the School Dean, to the Academic Council.

The Registrar must be notified when a thesis extension is granted.

A student who has received three one-year extensions from his/her Department or Program may apply to the Academic Council for additional time. Such extensions will be granted only in exceptional circumstances.

The request must be endorsed by the Thesis Advisor, the Program Officer, the cognizant Academic Associate, and the Department Chair or Program Director.

It must include an explanation of why the thesis has not been completed, a description of the work that remains to be done, and an anticipated completion date.

