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ABSTRACT

Agrad S. Tudent, M. S., University of South Alabama, May 2026. Title of Your Thesis or dissertation. Chair of Committee: First Name, Middle Initial, Last Name, Ph.D. 	Comment by Deanna Cobb: Degree type you are seeking	Comment by Clive Woods: Title must be listed exactly the same on the signature page, title page, and abstract. 	Comment by Clive Woods: Highest degree of Committee Chair.

If this is a thesis, the abstract may only be one page maximum length. If this is a dissertation, it may be two pages maximum length.	Comment by Clive Woods: Typesetting note: In Word, and using a proportional font (e.g., Times New Roman, Georgia, Arial, Palatino, Calibri, etc.), it is INCORRECT to use double spaces anywhere in text, e.g. after periods or colons. The reason for this is that the font designers incorporated exactly the correct space within each period and colon character assuming the industry-standard of one space after every period and colon. Using a double space violates the designer’s intention. In general, it is extremely rare to need to use double or multiple spaces in any Word document using Times New Roman or a similar proportional font. You can do a global Search/Replace for double spaces and replace with single spaces. 
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CHAPTER I	Comment by Deanna Cobb: Page 1 begins on the first page of your document. Major headings always begin on a new page and may have a 1 OR a 2 inch top page margin.  Whichever one you chose, be consistent throughout.  
INSERT TITLE OF CHAPTER

Begin Chapter I here. Chapter headings are considered major headings. They must be followed by three blank line spaces and the page must have a two-inch top margin like all the pages with major headings. 	Comment by Clive Woods: Remember to add a section for definition of terms in your first Chapter if you do not include a List of Abbreviations earlier. 
Here are some pointers on the use of et al., as there are options. It is now standard practice to use et al. for multi author citations. If there are only two authors, you must list both always. If the author(s) and the year match exactly, the citation year must be followed by a, b, c, etc.   Example:  Jones, 2021a and Jones 2021b.  If the lead author matches and the year matches, but the secondary authors do not, you will need to list authors until there is a difference.  Example:  Jones, Smith, et al. 2021 and Jones, Garcia et al. 2021.  Sometimes you may need to list several authors.  
There are several different ways to format citations and your reference section. The Graduate School strongly recommends using free software available to help with citation and reference formatting; see “How should I format my Reference Section?” in https://www.southalabama.edu/colleges/graduateschool/resources/tdfaqs.pdf for further information. Zotero is an excellent tool for this purpose.  Remember that if you cite using numbers, for example1 or (1) or [1], then your references must be numbered in the order of first appearance in your thesis or dissertation, not in alphabetical order. To order your references in alphabetical order, you need to format your citations using the author’s name or names and year of publication. 
Getting the page numbers in the front material has been a problem often encountered by students. The front material (Signature and Title pages, Contents, Abstract, etc.) is in one Word Section so those pages are automatically numbered in Roman numerals. The main text starting Chapter I is in a single second Word Section not further divided into separate Sections so it is automatically paginated in conventional numerals, and should not be Sectioned unless you need to do so for special reasons. Each Section can be treated like a mini-document. Some versions of Word are confused by too many Section Breaks. Different versions of MS Word have different menu options; look for “Section Break” in your menu bar if you need to edit Section Breaks. Complete the page numbers listed in the Contents page only after all other edits have been completed. 
Note that while mostly there is a one-inch top margin, the first page of each Chapter and every other major heading may have a two-inch top margin. This is obtained with six blank lines, each 12pt exactly, inserted before the “CHAPTER **” and other major headings, and these must not be removed.  You may also use a 1 inch margin consistently throughout for your major headings.  
If your research used animals, you should include in your section describing the research methods the following two sentences, possibly edited as appropriate: All animal studies were reviewed and approved by the IACUC, and AVMA guidelines for humane euthanasia were adhered to. In addition, all studies were conducted in accordance with the Guide for the Care and Use of Laboratory Animals in an AAALAC-approved facility. 
The next page of this template covers how to format subdivisions. You may number your subdivisions or you can simply title them. However, the spacing between different types of subdivisions and how the heading appears is quite specific. 

1.1 Insert title of first order subdivision	Comment by Deanna Cobb: This section is an example of subdivision formatting. Your first order subdivision is the next step down from your major heading (chapter heading).	Comment by Clive Woods: To prevent a subdivision heading at the bottom of a page being “orphaned” from its text, NEVER add blank lines or a Page Break to move the heading over to a new page. The correct way is to format the heading line with Paragraph/Line and page breaks and checking the “Keep with next” box. 
Begin text here. Three blank line spaces separate major headings and first order subdivisions. Three blank line spaces also separate first and second order subdivisions. Center and underline.

1.1.1 Insert title of second order subdivision here	Comment by Deanna Cobb: Separate your first order subdivisions from each other and 2nd order subdivisions by 3 single blank line spaces.  2nd order subdivisions and lower will have 1 blank line space/normal double spacing between them.  
Begin text here. Second order subdivisions are centered but not underlined.
1.1.1.1 Insert title of third order subdivision here.  Begin text here. End third order subdivision titles with a period. Third order subdivisions begin at the left margin. The text begins at the next line. OR: 
1.1.1.1 Insert title of third order subdivision here and this option consists of letting the title function as part of the opening words of a sentence. 
Each figure (picture) should be separated from text of your thesis or dissertation by three blank line spaces, above and below. The figure caption goes below the figure. If a figure appears on a page without other text it must be centered on the page. Every table and figure must be referred to at least once in the text (see Table 1). 
Table 1. This is a table caption. Tables are separated from the text of your thesis or dissertation by three blank single-line spaces (=½") both above and below. However, if a table appears at the top of a page as does this example, those extra blank lines above are not needed. Captions have traditionally been single-spaced but double-spaced is now accepted, as long as all the captions in your thesis or dissertation have the same line spacing. If a table or figure is too wide to fit in portrait (“normal”) page orientation, you can use landscape (“sideways”) orientation for that table or figure only. The page margins remain the same, and you must still place the page number at the bottom of the page, regardless of the table or figure orientation. 	Comment by Clive Woods: To prevent Tables being broken up across page boundaries, format all the lines except the last with Paragraph/Line and page breaks and check the “Keep with next” box. 	Comment by Deanna Cobb: Table and figure captions should be able to stand alone in meaning from the rest of your thesis or dissertation.  Tell your reader exactly what you are presenting with your table or figure.  The caption does not have to be long but does need to succinctly convey the meaning.  Example: “Study data” is a very vague caption.  Identify the study in your caption.  	Comment by Deanna Cobb: Table and figure captions MUST adequately explain what your table or figure means in relation to your research and be able to stand alone in meaning from your thesis and dissertation.  If abbreviations are included, they must be defined in the caption or notes section under the figure or table.  An example of a figure can be found in the appendix section. 

	Column 1 heading	Comment by Deanna Cobb: If your table is information dense you may choose to add border lines for each line of your table to make it easier for your reader to understand.  It is recommended you only go down to an 8 point font to accommodate table text.  If the table is still too large to fit your margins, you should orient it in landscape on a separate page.  Be aware that the page margins and page number placement will remain the same regardless of table orientation so it will match the rest of your pages.  So if in landscape, the top page margin is 1 ½ inches.  The page number will go on the left page margin.  
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You may number your tables and figures in numerical order (example: 1, 2, 3, 4, etc.) or by first order subdivision (example: Table 1.1, 1.2, etc.). However, tables and figures should not be numbered by second or higher order subdivisions regardless of whether they are listed in a second or third order subdivision. 





CHAPTER II
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER III
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER IV
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER V
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER VI
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER VII
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER VIII
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER IX
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





CHAPTER X
INSERT TITLE OF CHAPTER 

This is the next chapter. 
To add chapters, insert a Page Break at the end of the previous chapter and use the title format above, including the blank lines above the Chapter heading needed to give the correct placement of the title. Section Breaks should not be necessary anywhere within the main text (chapters) between the front matter and end matter. 





REFERENCES	Comment by Clive Woods: There are several different ways to format your references. You must follow a consistent, specific and widely-acceptable formatting style, e.g. APA or MLA. The Graduate School recommends using available software to help you format your references (e.g. Mendeley - see “How should I format my Reference Section?” in https://www.southalabama.edu/colleges/graduateschool/resources/tdfaqs.pdf). It is very time-consuming to correctly enter each reference by hand. 	Comment by Deanna Cobb: Zotero is also an excellent tool to format your citations and references.  

Firstname, A.B., Nextname, B.C. & Finalname, Y.Z.: ‘Journal paper title’, J. Modern Research 2(5) 498-518 (2011) 	Comment by Clive Woods: Examples of listing alphabetically by first author’s last name. No reference numbers are needed. 	Comment by Clive Woods: Volume number in bold, optional issue number in parentheses and not bold. Alternatively, use abbreviation Vol. and not bold. 	Comment by Clive Woods: use of the abbreviation “pp.” is optional	Comment by Clive Woods: Publication year is generally in parentheses at the end; some styles place the year immediately after the author names and there are advantages and disadvantages to that. 
Surname, H.I, Anothername, J.K., Yetanothername, L.M. & Finalname, Y.Z.: ‘Conference paper title’, Proc. Conf. Amazing Research, Chicago, IL, U.S.A. 144-147 (1981) 	Comment by Clive Woods: Journal and Conference names should be abbreviated using widely-accepted norms. J.=Journal; Ann.=Annual; Proc.=Proceedings; Conf.=Conference; Symp.=Symposium; Phys.=Physics; Roy.=Royal; Soc.=Society; and so on. Less common words in full. Small words like “of”, “the”, “on” are often omitted. 
Verylastname, B. & Coauthor, R.C.: ‘Book title name’, Publisher name, City, State, Nation, ISBN-13 123-4567891234 (2002)

[1]	Surname, H.I, Nextname, B.C. & Finalname, Y.Z.: ‘Conference paper title’, Proc. Conf. Amazing Research, Chicago, IL, U.S.A. 144-147 (1981) 	Comment by Clive Woods: Examples of listing using a numbering system. References must be listed in the same order as their first use in the text, and not alphabetically by author name. After the first use in the text, any reference may be cited again in any order. 
[2]	Verylastname, R.C.: ‘Book title name’, Publisher name, City, State, Nation, ISBN-13 123-4567891234 (2002)
[3]	Firstname, A.B., Anothername, J.K., Yetanothername, L.M. & Finalname, Y.Z.: ‘Journal paper title’, J. Modern Research 2 498-518 (2011) 





APPENDIX APPENDICES	Comment by Clive Woods: Delete one of these words. Delete this entire section if there are no Appendices. 

Appendix A: Title of Appendix A	Comment by Clive Woods: If you have only one Appendix, delete “Appendix A:” here. 	Comment by dcobb: Each Appendix must have a title which must also be listed in the Table of Contents. For example: Appendix A: Demagnetizing Factors. If you have tables or figures in your Appendix section, each must have a table or figure caption and it needs to be listed in the List of Tables and/or List of Figures as an Appendix table or figure. If you have an IRB letter of approval you must include it in your Appendices as a screen shot of the document. 

If needed for your research, copy and paste an image (screenshot) of your IRB approval letter as an Appendix in this section. This is required for any human research performed, including surveys.  You may also place any other supporting documentation in an Appendix. 



Appendix B: Title of Appendix B	Comment by Clive Woods: Delete this entire page if you have one or no Appendices. 	Comment by dcobb: Each Appendix must have a title which must also be listed in the Table of Contents. For example: Appendix B: Miller Indices. If you have tables or figures in your Appendix section, each must have a table or figure caption and it needs to be listed in the List of Tables and/or List of Figures as an Appendix table or figure. If you have an IRB letter of approval you must include it in your Appendices as a screen shot of the document. 

You may also place any other supporting documentation in an Appendix.  For example, you may wish to include a figure that supports your research.  See below example.  

[image: Figures and Charts – The Writing Center]

Figure A3.  Insert a descriptive caption here that explains what the figure is and how it relates to your specific research. Vague captions such as “Participant Demographics” will not be accepted. Who are the participants? Are they elementary students?  Military veterans?  Teachers at a University? College Freshman students?  Why are they included in your research? Be specific.

Note:  If your caption or figure includes abbreviations, the definitions should be included here in the Figure Note.   






BIOGRAPHICAL SKETCH	Comment by Deanna Cobb: There are two ways to format your biographical sketch. You may instead use a narrative format. Use one or the other format, but NOT both.

Name of Author: Agrad S. Tudent 


Graduate and Undergraduate Schools Attended: 
List institutions, city, state or country, each on a separate line.  
Example below:
University of South Alabama, Mobile, Alabama

Degrees Awarded: 
[bookmark: _GoBack]List all degrees earned, institution, year degree earned, each on a separate line.  Example below:
Doctorate of Philosophy in Systems Engineering, 2026, University of South Alabama

Awards and Honors: 	Comment by dcobb: If you do not enter any information for these sections, delete them.   Include institution where they were earned and year.  
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