FORMATTING HINTS AND THINGS TO REMEMBER
WHEN WRITING YOUR THESIS

Incorporating Advisor Edits Into Your Master Thesis

· If your Advisor/Second Reader chooses to use SharePoint to edit your thesis, make certain he/she has unchecked Keep Track of Formatting, etc. You can walk him/her through this. Otherwise, you run the risk of corrupting your formatting

· You may provide your Advisor/Reader with a separate electronic (or hard copy) version of your thesis, then incorporate those edits/revisions into your Master copy. Then only you and your assigned Thesis Reviewer will be working on your Master copy

Updating the Table of Contents or List of Figures/Tables

· When you apply the proper Template styles to the headings and captions in your thesis, these Lists will be generated automatically (by right-clicking on them and selecting Update Fields)

· You NEVER have to manually type anything into the TOC or List of Figures/Tables

Making Sure the Margins and Footer are Correct

· From the File menu, select Page Setup, then select the Margins tab

· Top and Bottom should be 1”

· Left and Right should be 1.25”

· Gutter should be 0, Gutter position: Left

· Select the Layout tab

· Footer should be set at 1”

· Spacing is always 1.5 vs. double-spaced

Cover Page

· Do not include titles for advisors or rank for military on this page

· For distribution statements with restrictions, include parentheses around reason and date; select your reason from the DTIC list on our website

· Make certain advisor and second reader information matches the signature page 


Documentation Page

· Verify total number of pages in thesis by looking at the page counter on the bottom left of your computer; update field in Box 15 on Documentation page

· Make title upper and lower case (not Boldface)

· Ensure your title exactly matches the titles on Cover and Signature pages

· Ensure abstract is identical to the Abstract page in the thesis

· Include IRB Protocol Number in block 11, if human subject review was done

Table of Contents

· Check for correct sequence of letters and numbers (I, II; A, B; 1, 2; a, b); make any necessary edits to the actual headers; the edits will correct in the Table of Contents when it is next updated

· Check that all chapters start on odd-numbered pages (I, II, etc.; includes Appendix, List of References, Initial Distribution List);  insert or delete Blank Pages as needed (use BLANK PAGE style)
· Right-click and select Update Field to refresh information in Table of Contents; verify headings and sequence of numbering/lettering
Lists of Figures/Tables

· Verify that figures/tables are numbered in sequence

· Check that no actual figure/table images appear in the list; for any that do, scroll to that page, click on graphic itself and apply the Normal style; return to List and Update Field again; check that figure or table image has been removed from List

Punctuation

· Make sure commas and periods are INSIDE quotation marks. No exceptions to this rule (but only in American English)

· Check for commas used in date format (comma after day as in May 10, 2009, but not after month as in May 2009 or 10 May 2009)
· Place a comma after i.e., and after e.g., always

· Et al.—no period after et; always period after al.

· Check for the possessive apostrophe and remove when plural (remember to use it’s for it is, and merely its for possessive)

· Do not use contractions

· When referring to plural years, as in 1990s, there is no apostrophe
General Formatting
· Do not split sentences around a figure or table; if you have imported a figure, and a paragraph is splitting around the figure, revise the layout of the figure to Inline with Text
· Master’s degree has an apostrophe and Postgraduate is one word

· Avoid starting a sentence with “however,” “and,” or “because.”

· When typing a date, do not use “st” or “th,” as in December1st or 4th
· Spell out numbers one through nine. Use numerals for 10 and above.
· Do not use automatic numbering and lettering. From the Tools menu, select AutoCorrect Options, then select the AutoFormat As You Type tab, and under Apply as you type, deselect all four of those checked settings.
· Capitalize C in Chapter, F in Figure , T in Table , and E in Equation when referring to specific chapters, figures, tables, or equations in the text; use roman numerals for chapters: Chapter IV
· Avoid writing in the first person
· Footnote numbers go outside the punctuation, no space: Like this.20
· When typing equations in text, the words where or if should not be indented, unless they begin a new paragraph
· When inserting symbols, use MathType vs. Word symbols

· Use the tab key (not the space bar) for titles, headings, and figure/table captions, e.g., B.
SCOPE OF WORK

· Look for Track Changes indicated by vertical lines to the right or left of text; Autosearch for edits in Track Changes using the Next button on the Reviewing Toolbar; approve edit with the Accept Changes button, or use Reject button to eliminate edit

· Make sure Headings 3 and 4 are in bold, upper and lower case, and properly indented an additional half-inch, and that first line of text below is equally indented (using Heading 3 and Heading 4 styles will format these properly)
· Be consistent with spelling out or abbreviating states and dates; don’t mix

· Use DoD (lowercase o), not DOD; U.S. (periods after each), not US

· If you have quoted material over three lines in length, use the QUOTE style, remove quotations around these quoted blocks
· If you are using ranges of numbers (or dates), use EN dash to separate (not hyphen); close up spaces around EN dashes: e.g., 1990–2010, January–April

· Make sure text is consistently justified or flush left, and not double-spaced

· Make sure the font is consistent throughout (suggest using template paragraph styles to keep consistent spacing/indentation/font)

· Make sure Initial Distribution List is the last page; no blank page after

· Blank Pages are inserted between chapters only as needed for next chapter to start on an odd-numbered page; Blank Pages are on even numbered pages only

Inserting Chapter/Section Breaks for Equations
· When setting an Equation Chapter/Section break, place your cursor at the end of the first paragraph of each chapter (after the period); From the MathType menu, select Insert Chapter/Section Break; when you Insert Equation Numbers, numbering will be applied to each equation to include the chapter number and the equation number sequentially
Figure and Table Errors to Avoid

· Set figures and tables (layout) as In line with text: right click on image, select Format Picture, Layout, In line with text (setting this will keep paragraphs from splitting around images, and content from hiding beneath images)

· Center figures and tables between margins (check for and remove indents on ruler by sliding margin set triangles to left margin)

· Make sure images fit within the margins of the document; reduce as needed, or change page to landscape orientation if necessary for a very large image
· When referring to a table or figure in text, do not use ‘above’ or ‘below’ to refer to position of table or image; refer to the specific table or image by its caption number (i.e., Table 1, Figure 12)

· Place figure caption below the figure, not above; table captions may be either above or below tables; above is preferred if tables continue onto additional page(s)
· If your figure/table/graphic is taken from another source directly or you have altered it, always identify whether it is From or After either in the caption or beneath the caption: e.g., (From Smith, 2010)
· *NOTE: If you will be cross-referencing figure/table content (from text to captions), there are a few issues that can cause punctuation errors and extra spacing to occur. If necessary, please ask a Thesis Processor to help you with cross-referencing to avoid extra periods and spaces.
Footnotes

· Spell out the month, or at least be consistent with date formats throughout

· Make all Web URLs hyperlinks (blue) or are not (black)—do not mix

· Make sure hyperlinks in footnotes are 10 point type 

· Make sure footnote is not split between pages

· Ibid has a capital I and is NOT in italics; there is a period after Ibid.

· Put comma and space between Ibid. and page number, and end footnote with a period:  e.g., Ibid., 345.

References

· Verify you are following your chosen Reference/Citation style correctly, and that you have provided complete information for each reference (refer to the citation style online guide for correct formatting of references)
· If a reference begins with ‘The,’ alphabetize that reference using the next word in the company/group name: i.e., The Rand Group would be alphabetized by ‘R’

· Spell out the month, or at least be consistent with date formats throughout

· Put a period at the end of each reference (EXCEPT for references ending with a URL, if using APA style)
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