









































Office of Graduate Programs

The Office of Graduate Programs is designed to be a second academic home for
graduate students. Any questions with which your advisor or academic unit office cannot help
(about your thesis, graduate policies, or procedures) should be taken to this office.

If you receive conflicting instructions, the Office of Graduate Programs will contact
the parties involved and confirm to you what requirements are imposed in your case. Request
written confirmation and keep it with you to turn in at the time you submit your thesis. When
an exception to standard procedures is made in your case, such written confirmation will
prevent problems at the time you turn in your final thesis copies.

Program Completion Requirements

The list below mentions most of the issues you must consider. Check with your
advisor, the secretary in your academic unit office, or staff in the Office of Graduate Programs
about anything appearing in this section, or about anything that you think should be here.

Committee - Composition
Your committee must be selected from the Graduate Faculty. This list of approved
thesis advisors is published by the Graduate School and is updated periodically. It is available:

¢ from your advisor and academic unit secretary

¢ at the Office of Graduate Programs

* on the Graduate Programs website at: www.fit.edu/grad-programs/faculty.php
(From the Florida Tech homepage choose “Graduate Programs” from the
“Quick Links” drop-down menu. Then select “Graduate Faculty” from the
menu on the left.)

Even though an instructor teaches a graduate class, approval for advising thesis
students may not have been granted. Confirm that each member of your committee appears on
the list of Graduate Faculty members. If you have a reason for wishing a non-Graduate Faculty
member to be a participant on your committee, a mechanism exists for gaining approval for that
person to serve on your committee only. The Office of Graduate Programs can inform you
regarding the correct procedure.

Restrictions may exist regarding who can serve on your committee, the minimum
number of committee members you must have, and from which academic units committee
members may or may not be selected. Your advisor or the staff at the Office of Graduate
Programs can confirm that you have a valid committee.



Committee - Obtaining Approval for

o MS Students: Your academic unit may require or recommend that your
committee be formally approved and a record inserted in your academic unit
file.

The establishment of a Master’s Committee form must be submitted to and
approved by the Office of Graduate Programs to formally establish your
committee. This form is available in the Office of Graduate Programs and on
the Graduate Programs website under “Academic Forms”, It is recommended
that you submit this request for committee approval one month prior to your
anticipated defense date. Be certain to give yourself sufficient time to obtain
individual signatures of each committee member and the academic unit head.

e Ph.D. Students: Graduate School Policy 2.3.1 states, "... at least sixty days
prior to the comprehensive examination, the major advisor formally
establishes a doctoral committee for approval/review by the academic unit
head and the director of graduate programs.” To formally establish your
committee, the Establishment of Doctoral Committee form must be submitted
to and approved by the Office of Graduate Programs. This form is available
in the Office of Graduate Programs and on the Graduate Programs website
under “Academic Forms”. Be certain to give yourself sufficient time to obtain
individual signatures of each committee member and the academic unit head.

Only one approval signature per person. Indicate two positions as follows:
Dr. X, Major Advisor and Dean, School of Psychology
Dr. Y, Department Head and Dean, School of Business
Dr. Z, Major Advisor and Chair, ABC Program
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Defense Announcement

Ask your advisor, the secretary in your academic unit office, or staff in the Office of
Graduate Programs. Not required for most Bachelor’s or Master’s Research Papers. Confirm at
the Office of Graduate Programs if you believe you do not need to announce your defense.

At least 14 days before your defense, you must submit a form to the Office of Graduate
Programs to provide information needed to announce your defense. This form is available in
your academic unit office and in the Office of Graduate Programs.

You arrange a date and time that is mutually convenient for you and all of your
committee members. Your defense must be scheduled during normal business days and times.

You may not defend during Final Exam week of the Fall or Spring terms.

Usually, the secretary for your academic unit reserves a location where the defense
will be held. The location should be in an area on the Melbourne main campus and in a room
appropriate for a formal presentation.

Petition to Graduate/Re-petition

Obtain a Petition to Graduate form in your academic unit office or at the Registrar’s.
Have your advisor sign the form before you submit the petition. If you must pay a graduation,
binding, or publishing fee, take the signed form to the cashier in Student Accounting first.
(You are advised to pay the thesis binding fee, and, if you are a Ph.D. candidate, the publishing
fee when you submit your Petition to Graduate to simplify verification of payment if you
should lose your receipt.) Keep the receipt. You must present the receipt when you submit
your thesis to the Office of Graduate Programs.

If you do not graduate the term for which you petitioned, you must submit a re-petition
as soon as you decide that you will not graduate as expected. Check the Academic Calendar in
the back of the current catalog to ascertain the deadline for filing re-petitions without having to
pay an additional late fee.

Ph.D. Checklist

If you are a Ph.D. student, you should have a checklist in your academic unit file that
lists all your requirements in chronological order. Keep this list current at all times. Marking
the date on which you complete each requirement is a great aid if confirmation for anything
must be obtained.



Registration Requirements

A three-hour minimum thesis registration is usually required. You must register each
term while working on your thesis to pay for the facilities and Florida Tech services you use. If
you are not going to use Florida Tech facilities nor faculty time, you may request a prior
waiver of continuous thesis registration. Thesis registration is required each semester until you
turn in the minimum five completed copies to the Office of Graduate Programs, no matter how
long you take. However, only as many thesis hours as are stated on your program plan will
count towards fulfilling degree requirements, even if you register for more.

Graduate Policy 4.10 discusses a provision for allowing a thesis registration of fewer
than the usual minimum three hours in the semester of graduation only, depending on the date
when the thesis is turned in. Ask your advisor or staff at the Office of Graduate Programs
about this provision if you expect finish during the beginning or middle of a term.

You must comply with the thesis registration requirements listed below:

e MS Students

You must have at least a 3.0 grade point average the first time you register for
thesis.

Once you register for thesis you must register for thesis every term, including the
summer, until your thesis is successfully defended and a minimum of five
copies are accepted by the Office of Graduate Programs.

You are allowed to request a prior waiver of the requirement for continuous thesis
registration for any term in which you make no use of Florida Tech facilities
or faculty. Your advisor, academic unit head, or staff at the Office of
Graduate Programs can explain the procedure for making this request before
the semester begins.

e Ph.D. Students

You must register for dissertation the first term after admission to candidacy and
every term thereafter, including the summer, until your dissertation is
successfully defended and a minimum of five copies are accepted by the
Office of Graduate Programs.

You must register for a minimum of 15 semester hours of dissertation credits affer
admission to candidacy.

You must allow at least one calendar year between passing the oral comprehensive
exam and graduation.

You also are allowed to request a prior waiver of the requirement for continuous
dissertation registration for any term in which you make no use of Florida
Tech facilities or faculty. Your advisor, academic unit head, or staff at the
Office of Graduate Programs can explain the procedure for making this
request before the semester begins.
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Statute of Limitations

A statute of limitations exists for graduate courses applied to the degree you are
seeking. In order for a specific course to apply to your degree, you must graduate before this
time limit has expired. This statute assures that all graduates are current in the knowledge that
their degree represents,

e MS Students
No course taken more than seven years prior to your expected graduation date may
be applied to your degree. If a course is older, you may request a waiver of the
seven-year statute through your academic unit office. Ask your advisor, academic
unit head, or staff at the Office of Graduate Programs about the procedure for
requesting the waiver of the seven-year statute of limitations.

* Ph.D. Students
You must receive your degree no later than five years after successfully passing
your Doctoral Comprehensive Examination. If more than five years have elapsed,
the major advisor must form a new committee and you must re-take the
comprehensive examination to demonstrate that you have current knowledge of the
subject matter.



Section 3

Explanation of
Formatting Requirements

This thesis manual and style guide is designed to provide as much help as possible in
correctly setting up and putting together your thesis. Starting out with the correct format and
conventions that you plan to use throughout your thesis usually makes editing easier and
reduces the need for drastic revisions. Therefore, please read the entire manual carefully before
starting to write your thesis. Pay particular attention to the information about placement of page
numbering (see page 29) as that aspect causes many problems.

Section 4, Examples of Page Formats, provides a quick explanatory reference and
shows how each page of your thesis should appear, as well as the recommended order in which
all components should be presented. Requirements, suggestions, and guidelines are stated
briefly on the left-hand page and an example (usually full size) appears on the right-hand page.

The purpose of Section 3, is to give you an answer whenever you ask, “But why do I
have to do it that way?” or to explain the difference between two possible choices.

The pages of this manual are formatted according to these style guidelines so that they
can serve as an example of one possible combination of acceptable format and conventions.
They do not demonstrate, of course, the only acceptable style.

The manual uses the term “thesis” in its most generic sense, meaning any essay or
treatise. Students using it will be writing Doctoral dissertations, Master’s theses and design
projects, graduate-level research papers, and Bachelor’s research papers. If one or more of the
four has a specific requirement that differs from the others, that deviation will be pointed out.
Otherwise, everything stated herein applies equally to each different type of document.

If you or your advisor has a reason for deviating from these guidelines, check with the
Office of the Graduate Programs first. Request written acknowledgement of the exception. Keep
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this authorization. Submit it to the Office of Graduate Programs with your finished thesis in
order to avoid any questions or problems at that time. If the exception is not authorized, the
staff at the Office of Graduate Programs can tell you why not and contact your advisor.

Appropriate Appearance Necessary

Subconsciously and to one degree or another, readers evaluate the quality of the thesis,
the ability and knowledge of the writer, and the worth of the information according to the
appearance of the finished work. Therefore, conforming to standard academic presentation is
essential to your thesis. Following the style conventions and general appearance of refereed
journals in your discipline helps readers appreciate the value of your work. The physical
requirements of binding pages together impose certain constraints as well. Consequently,
conforming to the style, layout, and formatting requirements explained in this manual is crucial.

Standardization

Having theses throughout the university with a uniform appearance benefits everyone.
All theses meet specific minimum requirements to have an appropriate appearance that is an
adequate presentation of the hard work the student has done. Theses also thereby conform to
standards that are universally accepted in academic writing,

You can immediately find answers to most of your questions related to style and the
presentation of your research by referring to this manual. Reading the suggestions and
requirements before you begin writing your thesis allows you to set formats correctly before
you start the writing process, which is essential because

» Reformatting text can be extremely difficult or time consuming.

» Reformatting is especially problematic if your thesis contains a large number of
formulas or exhibits that you must manually place on the appropriate page.

» Changing basic format or layout can be extremely costly if you hire someone to
input your thesis into a word processor.

You will probably save time and effort later if you read this section first. Then set up
your formats and design your layout to comply with these instructions before beginning to
write. Bring a few full pages to the Office of Graduate Programs as early as possible for a pre-
check to confirm that your format and style conform to these regulations when you begin.

We also recommend that you bring a copy of your completed theses to the Office of
Graduate Programs for a pre-check at the time you distribute a complete copy to each member
of your committee. While your committee is reviewing the content of your thesis, you should
have ample time to make any corrections to the format that the staff in the Office of Graduate
Programs requires. Then, after your defense, you will only have content corrections to make.
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After you finish all the corrections stipulated at your defense, you are strongly advised
to bring the original copy of your thesis to the Office of Graduate Programs before making the
required copies. If anything is not in compliance with these requirements, it will be discovered
before you go to the expense of having a thesis copied with incorrect formatting.

General Information

The following segment provides general information that you should take into
consideration as you prepare, write, and assemble your thesis. The requirements stated below
comprise the general specifications that apply to each page of the thesis. See page 70.
Exceptions for any specific page are explained in the instructions for that page presented in
Section 4, Quick Reference.

Author Name

You must use your entire, full name (no initials), anywhere it appears in the thesis.
This is a stipulation imposed by library cataloging requirements. Putting NMI (No Middle
Initial) is neither necessary nor permitted if you do not have a middle name.

Your entire full name must be identical, word for word on the

 Title page

« Permission to copy statement

» Copyright statement (if you include one)
» Signature page

e Abstract

Capitalization

Thesis titles should use initial capitals only (unless the style guide you are required to
follow stipulates differently). Therefore, only the first letter of important words in the title are
capitalized and not every letter of each word (except for acronyms and initializations). This
suggestion is made for two reasons:

+ Catalogers and indexers are aided in their work because they can easily spot
acronyms and thus reduce ambiguities. “UNDERSTANDING BASIC
PROGRAMMING” might be ambiguous, for example, whereas “Understanding
BASIC Programming” is not, even though its meaning is quite different from
“Understanding Basic Programming.”

« Studies have shown that a combination of upper and lower case lettering is easier
and quicker to read.
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Center of the Line

The center line should be the center of a full line of text, not the center of the physical
page. Most word-processing programs automatically place the center line as required, but
checking your printout with a ruler to be sure is usually a good idea.

Chapters

Most theses have various sections that are separated as chapters. Each new chapter
should be treated identically.

Location

Always begin each new chapter on a new page. If your thesis is printed on both sides
of the page, start the new chapter on a new right-hand page. Starting new chapters on new right
hand pages is a convention that helps the reader. A new chapter usually signals a change in
content. Beginning a new chapter on a new page emphasizes this change and helps the reader’s
memory and thought processes assign priority to and organize the information being read.

This manual recommends “using a two-inch top margin for the first page of each
chapter. Having wider-than-usual top margins on pages where chapters begin is a normal
convention that further aids mental organization by providing another visual cue. It follows the
practice of most printed works. A two-inch top margin also helps to keep the page better
balanced visually when using standard page numbering convention, because printing the page
number at the bottom means that there is more than one inch of white space between the last
line of text and the bottom edge of the page.

Numbering

Count the chapters with Roman or Arabic numbers or do not number any of them. If
you number the chapters of your thesis, you must begin with the number “1” or “1.” The
introduction may carry a designation as the first chapter or not be numbered even if other
chapters are numbered. The introduction or first chapter may not be numbered “0.”

Consistency

With the exception of margin size, page number placement, and the first three items
presented in the front matter of your thesis (that is, everything in your thesis that goes before
and introduces the body of your work, including Abstract, Table of Contents, Dedication, etc.),
you are allowed a great deal of freedom and individual expression in the presentation of your
research. A key feature which you must always apply, however, is CONSISTENCY.
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Electronic Media

Some students wish to include a disk or other electronic media in their thesis. If you
decide to include electronic media in your bound thesis, ask for instructions from the Office of
Graduate Programs. Consider these issues, however, before choosing to do so:

¢ Longevity — Electronic storage is delicate. How long will the disk be error free?

¢ Loss — Disks stored in an envelope in the back of a thesis are easy to lose or
appropriate. Will the disk always be in the bound thesis copy?

» Readability — The speed with which languages, programs, and popularity change
means that 10 or 20 years hence no one may have the equipment to read your disk.

Including hard copy of your computer code, raw data, etc. in an appendix is
recommended instead of presenting it in electronic media. The Office of Graduate Programs
allows such pages to use smaller, single-spaced printing (except in dissertations) if desired.
Confirm permission with your committee before doing so.

Endnotes

The same conventions applicable to footnotes can be applied to endnotes. (See page
19.) The only differences are that symbols are almost never used, and the list is compiled at the
end of each chapter rather than at the bottom of each page. The majority of word-processing
programs that have an endnote feature that will place them for you correctly.

Exhibits
Thesis text is usually supported by exhibits such as figures, tables, plats, charts, and so
on. Apply the following suggestions to aid you in presenting them effectively.

Captions

Text that explains, defines, or labels an exhibit is called a caption.

Tables

Traditionally, tables are captioned, titled, and numbered at the top. The Office of
Graduate Programs allows you to place the captions in another place if you wish or if your
required style stipulates. Captions are often presented in bold type, but they should be in the
same size and style as the letters of the thesis text. Roman numerals are often used to number
tables, but Arabic numerals are acceptable if your advisors agree. Arabic numbers are usually
used when there are many tables because Roman Numerals are difficult for most people to
comprehend above 10 or 12.
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Other Exhibits

Any exhibit not a “table” is usually called a “figure.” Sometimes they are called
“charts,” “plats,” “maps,” and so on. Traditionally any exhibit not a table is captioned, titled, and
numbered (in Arabic numerals) at the bottom, but any location your style guide permits is
acceptable to the Office of Graduate Programs. Captions may be bolded, but should be the
same size and style as the letters in the thesis text.

Spacing

Exercise care in the use of 'spacing before, after, and within your exhibits and the
captions that explain them.

Captions
Generally, captions use the same spacing that the text employs. Multi-line captions
may be single spaced (except dissertations) if you prefer and if your style guide allows.

Spacing within an Exhibit

With advisor approval, exhibits themselves may differ in spacing from the thesis text
(except for dissertations which should use double-spaced text throughout). The lines of text
within a caption, however, must be spaced far enough apart to be easily legible. Single-spaced
tables, for example, are frequently easier to read than tables that are double spaced. Within
single-spaced tables, increased spacing, up to a double space, may be used for the following

purposes:

* to identify the beginning of a new classification of data or material.
» to separate every five or ten rows for easy scanning

Spacing before and after an Exhibit

Use enough white space to visually separate your thesis text from an exhibit that shares
the page. If captions are placed too close to text, the reader may be slowed down while the
mind determines if words are part of the exhibit above or the thesis text below.

As arule of thumb, there should be at least twice as much space between text and
exhibits as there is between lines of text within a paragraph. Generally, placing two hard returns
before and after an exhibit allows enough space. You may also measure the minimum
recommended distance by comparing baselines (the invisible line that a row of text rests upon).
Measure the distance between the baselines of line 1 and line 3 in any paragraph of your text.
Allow at least that much space between the text and an exhibit.

Location
Place your exhibits according to any one of the following three practices.
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Recommended

The preferred location for any exhibit is immediately after it is first mentioned or
directly after it is discussed. The information is current in the reader’s mind and the exhibit is
right there in support. Readability studies indicate that more people look at an exhibit, and
those who look at it take more time, if it is viewed promptly after it is introduced or explained.
If possible, present the exhibit on the same page as the text discussing it. If the exhibit is too
large to share the page, end the page of text and place the exhibit on the following page.
Leaving more than the normal amount of white space at the bottom of the page is permitted by
the binding requirements if your advisors and chosen style allow.

Traditional

Some style guides require that you fill a page to the bottom margin. If an exhibit is too
large to share the page where it is introduced, the rule is to locate it on the first page afterwards.
The disadvantage is that you have introduced an exhibit, explained it, and then gone on to
speak of something else. After you yourself have changed the subject, less interest exists in the
exhibit, so fewer people look at it or spend much time on it.

Allowed but Seldom Used

Place all exhibits together at the end of the chapter discussing them, at the end of the
thesis, or in an appendix. (Remember, however, that fewer people will search for and look at
exhibits located in this manner.) Some disciplines customarily use one of these sites. Some
types of exhibits are best located separately at the end of the discussion. Use this placement if
you and your advisor believe it best. However, most theses display their exhibits within the text.

Orientation

Exhibits are usually oriented vertically with the thesis text, that is, “portrait.” The
content of some exhibits, however, requires that they be presented horizontally, or “landscape.”
Follow the requirements set forth below.

Landscape

« Captions
- Usually oriented with the exhibit to aid comprehension
- May be oriented with thesis text to aid accessibility

¢ Margins must comply with minimums (1.5" to 1.7"gutter, 1" to 1.2" all others)
(MEASURE!)

e Single-sided printing, gutter is at TOP of exhibit

e Double-sided printing, note change to aid }eadability:
- Even-numbered pages — gutter is at bottom of exhibit
- Odd-numbered pages — gutter is at top of exhibit

+ Page numbers in the same location and orientation as in the thesis text.
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» Page numbers in the same font size, style, and darkness as in the thesis text.
Portrait

* Captions must be oriented identically with the thesis text, although text within the
exhibit may have a different orientation.

¢ Margins must comply with minimums (1.5" to 1.7"gutter, 1" to 1.2" all others)
(MEASUREY!)

» Page numbers must be in the same location, orientation, and font size, style, and
darkness as page numbers in the thesis text.

Font Size and Style

The binding requirements permits any legible font or type style. Some advisors,
academic units, or style guides, however, have particular preferences. You must follow their
stipulations in this regard. Consistency is the only binding requirement. Once you choose a
style and size, use it throughout your entire document. A few exceptions are permitted:

» Acknowledgment and dedication pages — Some students prefer to use a distinctive
typeface for these pages so that they stand out and are more personalized, or they
wish to write in non-Roman script.

» Photocopied material — May carry its own page number (a pamphlet, for example)

as well as a thesis page number. Both must be easily discernable from each other.

» Material in appendices — May carry its own page number (a pamphlet, for example)

as well as a thesis page number. Both must be easily discernable from each other.
(See odd-numbered pages 81-97.)

Letters in the text portion of your thesis (and therefore exhibit captions and table titles)
should be at least 10 points but usually not larger than 12 points. (These point sizes generally
correspond respectively to the 12-characters-to-the-inch Elite type or the 10-characters-to-the-
inch Pica type on typewriters). Some word-processing programs are specifically designed for
report writing and may have larger fonts. Fonts smaller than 10 points will not usually be
accepted by the Office of Graduate Programs. Do not use a very large font, however, just to
make a short thesis appear longer. Avoid using a small font on short theses.

If you are in doubt about the acceptability of your preferred fype style or size, bring a
full page of printed text to the Office of Graduate Programs for approval as early as possible
after you begin writing your thesis.
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Footnotes

Generally, footnotes containing parenthetical information are avoided” in most writing
today. Setting off such information in the text by parenthesis is usually less obtrusive’ than
inserting a footnote, especially for very short comments or if the bibliographic information is
very brief.¥ More often (and even for this purpose, they are rarely used), footnotes furnish
bibliographic data. Some dissertation committees, however, do prefer the full bibliographic
information for citations to appear as superscripted numbered footnotes, as this makes noting
references while reading a microfilm copy easier

If you decide to use footnotes, most word processing programs will insert them for you
in an acceptable style.

Symbols, as used in the paragraph above, should only be used for theses containing a
very small number of footnotes. Otherwise, decoding and tracking the symbols can become a
major effort. Usually, footnotes are sequentially numbered throughout the thesis. Footnotes may
also be numbered according to which chapter they are in, e.g.. 1-1, 1-2, and 1-3; followed by
2-1, 2-2, and 2-3, etc.

The footnote is set off from the text by a narrow line 1 ¥ - 2 inches long. The footnote
numbers are again superscripted and multi-line text wraps back to the indented margin after the
number rather than to the text margin under the footnote number. (Note previous example.)
Separating the numbers to the left without placing text below them makes locating the desired
reference easier. Footnote text is often in a smaller font size than thesis text.

Take care that the bottom margin remains clear of any text if you are inserting the
footnotes manually. Most word-processing programs can automatically position footnotes.

Footnotes may contain any information you deem appropriate. If they contain
bibliographic information, the Office of Graduate Programs will accept any style so long as:

¢ All necessary bibliographic components appear as explained on page 61.
« All footnotes are consistent in style and order of information presented.

Footnotes are difficult to ignore and practically demand that a reader immediately read them, even if it
interrupts the current train of thought.

T Do you see what we mean?

+ We rest our case.
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