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GENERAL INFORMATION

Adizes Graduate School requires a dissertation from all doctoral candidates and a thesis from all master's candidates who do not elect to take a written examination.  The oral examination for doctoral candidates, as well as the defense of a dissertation, must be arranged in Santa Barbara, California.  

The dissertation or thesis should be presented in a scholarly, well-integrated, properly documented manner, reporting the original work done by the student.

This manual has been prepared by Adizes Graduate School to assist graduate students and their advisors in the preparation of theses and dissertations. The primary purpose of this manual is to provide certain uniform standards regarding style and format and to allow enough flexibility to satisfy the acceptable practices of the academic discipline. 

Due Dates

The Masters Thesis is due within one year of the end of the last course of the Masters Degree Program.  Students who complete their Masters thesis at a later date will be subject to the standard fee for special review requests.  The thesis must be completed within seven years of beginning the Masters program.
The Ph.D. Concept Paper or Clinical Concept Paper can be presented once a student has completed courses in Epistemology, Adizes, Spiral Dynamics and – for PhD students, a course in Research Methods. The Concept Paper will follow a structured outline:  
Outline for the Concept Paper:

1.0          Title/Sub-title
2.0          Purpose of Study  (1-3 paragraphs)
3.0          Key Terms 
4.0          Relevance and originality of topic to improvement in key management area (5-7 paragraphs)
5.0          Research Questions (include one primary question relevant to your title)
6.0          Management Context  (3-5 paragraphs)
7.0          Proposed Research Method 
8.0          Proposed Research Activities  (include literature review and first 5 disciplines you'll explore)
9.0          Key Texts 
10.0        Experts/Doctoral Committee 
11.0        Proposed Timeline/Deliverables (in the first term of supervision you usually submit the Lit Review and first drafts of any survey instruments, questionnaires, etc.  In the second term, you will get final approval on those and you can begin any work with people - such as doing formal interviews. In the third term you submit your final draft, conclusions, examination of bias, and reflections on ways that the process might have been improved or might be improved in the future.)

12.0 Other suggestions for aiding your own focus:

· Define the population and/or sample population (or industries, cultures) affected.

· Identify a range of (resources for) perspectives/viewpoints on the issue
Identify studies done on this subject in the past (i.e. if you are studying cooperatives, you might look at food cooperatives, farmers markets, housing cooperatives, economic cooperatives, cooperative development initiatives in other countries and cultures, educational cooperatives, kibutz and other social cooperatives, etc.)  
The Concept Paper must be approved formally by your Doctoral Committee prior to any supervised writing, pilots, or work being done with individuals in the field.  
Ph.D. students also progress through three supervised terms of writing. The first submission should include your preliminary literature review.  At each stage, you will obtain guidance, feedback input, and critique from your Doctoral Committee.  

There are two joint review sessions with your Doctoral Committee for all doctoral students: the qualifying review, and the final examination.  

Ph.D. students will also have input from each committee member (minimum of 3) during or at the end of each term of supervision. 

The dissertation must be completed within seven years of beginning a doctoral program.
The word thesis will be used in reference to general instructions equally applicable to all theses and dissertations, including the clinical case study dissertation.
Fees and Policy on Second-Attempts
At the Masters level, students shall have the option of either taking a written examination or writing a comprehensive thesis.  At the doctoral level, the oral defense of the written dissertation is required.  

 

Each examination is reviewed by committee:  For the written Masters Examination, each question is graded by individual faculty with expertise in the area being examined. Grades are combined to produce the final examination grade.  For the Masters Thesis, a committee of three faculty members will be convened by the Academic Dean to grade the thesis, and the grades averaged to produce the final grade.  

 

When a thesis is submitted at either the Masters or Doctoral level, it shall be examined according to the guidelines set forth in this Thesis Manual and must follow APA guidelines as well. 

 

In the event that a student is dissatisfied with his/her grade on the Masters Examination s/he has the option of communicating with faculty individually with regard to specific questions. If the student is dissatisfied with his/her grade on the Masters Thesis, or submits it later than one year from the date of completion of the Masters program, s/he has the option of requesting a marking at his/her expense in the amount of $750.00 USD payable at the time of request.

 

If the student is dissatisfied with the outcome thereafter, the student shall have the option to make a second attempt at the exam or thesis. The better of the two attempts shall stand as the final grade. The lower grade will be stricken from the record, but all related documentation will remain on file. The second attempt at the Masters level may be either a written exam or a thesis. The second attempt at the Doctoral level must include resubmission of the dissertation and an oral defense. This second attempt must be made within one year of the first attempt.  

 

The fee for retaking a Masters level examination or submitting a NEW Masters thesis shall be $750.00 USD payable at the time an examination is requested or when a new thesis is submitted for grading.   

 

The fee for re-submitting a Doctoral dissertation and reconvening the Doctoral Committee for the purpose of hearing a second attempt at defending a dissertation shall be $2300.00 USD payable at the time an examination is requested. 

 

All requests for re-taking or re-submission shall be made in writing through the Director of Administration who shall confer with faculty to see that due processes are initiated and scheduled.  All proceedings are confidential. 

 

The second examination will be scheduled within 60 days of the request if at all possible, depending on faculty availability for examination and/or grading.  

 

In addition, the student may enter into the Grievance Procedure to seek resolution to perceived problems in the grading process.  This procedure is outlined in the Program Catalog and Policy Manual and is available to all students at all times.

Concept Paper (Doctoral candidates only)

Concept Papers should be brief, only a few pages.  They will demonstrate creativity, a cross-pollination of ideas, and cross-disciplinary thinking with a focus on human groupings, leadership and management.  Students must demonstrate a conceptual framework for undertaking rigorous inquiry into their chosen field, with footnotes and references demonstrating access to research and knowledge of relevant resources.

The Concept Paper is NOT a thesis style paper and does NOT need to follow the guidelines below.  Students should review the tips for WRITING A CONCEPT PAPER and other important documents and manuals, such as the Case Study Guide, posted on the AGS Website on the “Manuals” page.  A link to the “Manuals” page is provided at the bottom of every webpage on the Adizes Graduate School website. 

Please see the policy below for submission and approval guidelines for Doctoral dissertations.
You have four types of supervisors:  A Doctoral Committee, A Chair of the Doctoral Committee, External Evaluators, and Informal Advisors.    The Chair is your primary supervisor. (Ph.D. students will work with the Chair during each term of supervision.)
Doctoral Committee Formation Process
The Doctoral Committee will be composed of the Chair, and two or three members of faculty or the Advisory Board (who are faculty) depending upon the subject of the dissertation proposal, and one or two External Evaluators.  A committee of at least three (3) AGS faculty members and one (1) external evaluator shall be composed as soon as the student submits a Concept Paper. 
Selection – You will identify a potential Chair and suggest other Committee Members when writing your Concept Paper. The concept will be approved by the Academic Dean and the Chair will be approved by the Dean. The Chair and the student will review the other suggested committee members and jointly approach them.  The Chair may have other suggestions for the committee.  When the committee is formed, the student will provide CV’s to the Director of Administration. 

Subject Area Experts - If there are subject areas, such as Adizes and Spiral Dynamics, that require supervision to assure accurate application of concepts, Advisers may be identified to formally consult with the Committee.  An Adviser participates by evaluating the student’s work following each Term of Supervision. 

Be sure to select individuals with expertise in the professional area where you will APPLY your change management model.  Having professional validation external of AGS for your model will be of great importance as you seek guidance in your research, and after you earn the degree and want to apply it in the field. 
Ph.D. Supervision:  The Chair of the Committee is available to the student during their three terms of supervised dissertation writing (exclusive of leaves of absence), as are other committee members.  Each term, the student and the Chair will examine the paper. The student may elect one other committee member to participate in the supervision process.  The resulting draft will be evaluated by all of the other committee members and advisors who are available. Feedback is given to the Chair, who will create a list of Recommendations (signed by all) for the student. The student will address those Recommendations before a subsequent term of supervision is convened. 

First Term:  The Literature Review (and any drafts of questionnaires or survey instruments, interview agenda) shall be submitted to the Chair during the first term of study.  The student shall continue to hold consultation with the Chair throughout the supervised writing process. 
Second Term: any drafts of questionnaires or survey instruments, interview agenda shall be finalized if needed, and/or findings evaluated. 

Within three terms of supervised study (including leaves of absence) a formal status report or final product for preliminary review must be submitted by the student to the Chair. The third term should finalize the dissertation for the final defense. The Chair may grant an extension of time if requested, following general policy guidelines with regard to merit and special circumstance.

All Programs:   When the Chair judges that the candidate has completed the dissertation, additional members are appointed to the Committee if necessary, for a total of five.  These members may be appointed from outside the AGS Faculty and Advisory Board. They may be members of faculty from other universities or an individual with a background in primarily the area of the dissertation and also organizational change processes.  

The dissertation can (optional) be submitted for administrative review prior to committee review as noted below.  
The Chair may review the dissertation a final time, once it is formally submitted for approval, and all committee members may be invited.  
Once the Chair has reviewed the final dissertation and any last revisions are made, the candidate proceeds to an oral defense before the committee, to which all members of faculty and the student body are invited.  A minimum of three (3) AGS faculty members on the committee must be present at the oral examination, but all members are requested to attend.  If the candidate passes, the thesis is signed by all five members of the committee (regardless of presence) and filed with the student records.  The candidate is granted the Doctoral Degree or Ph.D..

Convening the Doctoral Committee, twice
There are two formal Doctoral Committee conferences required by the BPPVE: A qualifying session, and an examination session.  The purpose of the initial review is to consider the students' qualifications, including the student's knowledge, skills, and conceptual framework for undertaking rigorous inquiry into her designated field.  It is not the intention of this committee to consider the design procedures or potential products of the formal inquiry at this time, but recommendations toward pursuit of the overarching objectives are being sought.

a)   Individual Review:   The Director of Administration will provide the entire student packet to each Doctoral Committee member for review, along with the Evaluation Form.  The packet will include the students background (CV, grades) and Concept Paper.  Each person will conduct their individual review, sign, and fax the form back to the Director of Administration at 270-626-7243. 

 

At this time, they will let the Director know if they (individually) feel the student should participate in the joint review process (be available to answer questions).  In most cases, the student will be present during part of the joint review. 
Once these packets have been reviewed and formal notes are documented and returned to the Director of Administration, all of these responses as well as the CV's of all other committee members will be shared among the team members.

 

b)  Joint Review: The Director of Administration will arrange a date for a joint discussion by conference call.  Administrative staff at the Adizes Graduate School will manage conference arrangements. The Director of Administration will assure that each of the signed individual Evaluation Forms is sent to each committee member for review prior to the date of the conference call. This joint review is required and resulting recommendations must be documented. 

 

If or when the student is to be present, a proctor for the student at the students’ location will need to be identified. The student will suggest a proctor who will be contacted and approved by the Academic Dean and Director of Administration.  

 

c)  Joint Recommendations:  As a committee, the team will determine their joint recommendations for the student and the progress of the dissertation work.  The objective is to both qualify the student, and to either guide the student towards fine tuning his or her concept without approving it yet, or approve it with recommendations for the research project.  

 

Administration will 'type these up' and the Director of Administration will circulate them for 'signature'... i.e. the final set of recommendations will be emailed to the Committee members, and should be printed out, signed, and faxed back to 270-626-7243.

 

d) At this point, a copy of the recommendations is forwarded to the student.

e) The student may engage with any member of their Doctoral Committee informally, but will generally work with the Chair during the terms of dissertation supervision for which they must formally enroll. 

The second committee meeting - to review the final dissertation - will be a similar process, but will require that the student is present to defend their dissertation.   This may also take place via conference call, but the intent is to meet in Santa Barbara, California. The purpose of the second evaluation is to consider the design procedures and products of the formal original inquiry proposed and completed by the student.
SAMPLE RECOMMENDATIONS FROM QUALIFYING SESSION
The student must attend to the following as s/he begins dissertation work:

1. S/he needs to identify a framework (management context). 

2. S/he needs to define specific aspects of core concepts that s/he wants to explore as they relate to this framework. What commonality is s/he looking for? The Committee agreed that the student must specify what s/he is going to focus on – rather than just opening up a variety of possibilities.  Concise definitions of core terms will anchor thoughts and frame the research question as s/he explores multiple disciplines.

3. S/he needs to write a singular research Question. This will help the her/him to be more specific.  It will also help extract relevant core arguments and assumptions from each person interviewed, and each research study that s/he reads.

4. S/he needs to identify certain disciplines (like mathematics, psychology, sociology, economics, political science, psychiatry) in which s/he will initially start the research (interviews, lit review), and then s/he should branch out  - - s/he should not be constrained at all as s/he explores across multiple disciplines, but can start with persons referred by the Doctoral Committee and his or her own resources. S/he should be very thorough before s/he moves on.  S/he should avoid irrelevant minutiae and focus on core assumptions and arguments, seeking commonalities.

5. The process s/he should use to launch the project is to start with field research - interviews with experts in the field, in the various disciplines, collecting perspectives as well as suggested resources for literature review. 

6. S/he needs discipline and organization, to develop a road map clarifying how s/he will proceed (as above), while recognizing that the road map will evolve.  The initial road-map will take the form of a one-page Concept Paper, which should be completed before anything else is attempted.  

(specific references and resources suggested by faculty will follow)
Expectations for 3 Terms of Supervised Dissertation Writing (Ph.D. Students only)
Each term, the objective is to fine tune what is presented and to prepare for the work of the following term (although students may take more than one year to complete all three terms). 
       Based on the Doctoral Committee Recommendations, the primary objective for Term 1 is to fine tune a previously completed Concept Paper, expand and analyze the preliminary literature review; and to define the Road Map for the next phase of research, i.e. include any further Literature Review, research activities, and any questionnaires or survey instruments or interview or action research agenda, and populations that you intend to target -  that you have drafted for feedback and approval. There may be discussion of bias in the research activities or instruments, and in the language of the analysis. Bias must be acknowledged as a parameter of the study. 
       The primary objective for Term 2 is to review at least the first chapter of the dissertation (i.e. a comprehensive literature review in several disciplines, and preliminary analysis of each); and to define the Road Map for the next phase of research. By this point you may have completed any interviews or perhaps a trial or pilot of your survey instrument.  

       The primary objective for Term 3 is to fine tune the completed dissertation and prepare for its’ defense. The student should be able to answer questions with regard to the research in the context of multiple disciplines, and validate their theoretical design based upon thorough research of related studies and literature.  This term will include discussion of bias in the performance of the research activities, in the language of the analysis and conclusions, areas for future improvement, etc. 

PRESENTATION OF FINISHED MATERIAL
The finished Thesis or Dissertation must reflect a comprehensive understanding of the pertinent literature and express, in clear and legible English, the method, significance and results of the student's research.  Full documentation and appropriate tabular and/or graphic presentation are especially important.  The completed manuscript should be no longer than is necessary to present all pertinent information.  The length will vary widely according to research topics and the degree sought. The thesis should be presented as a single unit; continuity from chapter to chapter is important. Several studies or experiments may be presented in separate chapters or major sections. Each chapter may have subdivisions such as Introduction, Materials and Methods, Discussion and Summary.  Continuity in the thesis is provided by common Abstract, Introduction, Conclusion and Reference sections overall. The thesis may have only one Abstract and one Reference section; a study or experiment cannot have a separate Abstract or Reference section.   The Reference section of the thesis will be an integrated list, not a series of lists.  The Reference section must demonstrate that all of Dr. Adizes books have been reviewed during the dissertation-writing process. 
Journal Models and Style Manuals

If the student selects a journal to be used as a style guide in writing the thesis, the journal must be a respected, scholarly journal well known in the major field. The journal will be noted in both the research proposal and the thesis.  The journal article selected as a model must have been written within the last five years. 

A style manual such as A Manual for Writers of Term Papers, or Theses and Dissertations is not to be listed as a model if the journal model is used.  If the topic is philosophical in nature, in particular, one might prefer the style manual as a guide.  

Journal Model 

The thesis and journal will be reviewed for continuity and clarity of references:

• location of table titles (above or below table)

• location of figure titles (above or below figure)
• reference section


Whenever there are differences in format and layout between the specifications of this Thesis Manual and the journal model, this Thesis Manual overrules the journal model.  Consistency of style and form should be the rule throughout the manuscript. The thesis is not expected to duplicate a published journal in typographic arrangement and display. The more sophisticated publication and layout practices of some journals (such as the use of double columns on a text page, etc.) are not to be followed. A journal's "Instructions to Contributors" are not to be followed when writing a thesis. These instructions are for the convenience of the editors and printers of a journal and do not necessarily apply to the format of a thesis as discussed in this manual.

Style Manuals

This Thesis Manual does not address all questions pertaining to style and format for the preparation of a thesis. Many manuals and handbooks are available for this purpose. For specific questions (not answered in the Thesis Manual), the current editions of the following may be helpful: 

Kate L. Turabian's A Manual for Writers of Term Papers, Theses, and Dissertations;

American Institute of Biological Sciences Style Manual; Publication Manual of the APA; 

The MLAHandbook; Style Manual for Biological Journals; and 

The Chicago Manual of Style. 

Links and excerpts are provided for the MLA handbook (including a software template) towards the end of this document. (updated January 2004)
Publication of Research

Graduate students may publish material that subsequently will be used as part of the thesis provided that the School is notified in writing at the time that the student submits the paper for publication.  The notification should include the article title, the journal name, the authors' names and the date of submission.

In addition, students should be aware of the agreement that is signed when a journal accepts an article for publication. At that time, the student assigns rights to the journal as publisher and the student may no longer possess rights to use the material further.  

If the journal has copyrights, written permission must be obtained from the copyright holder to include the material in the thesis. Proper credit, as instructed in the Letter of Permission from the journal, must be given in the text. A copy of the letter should be provided to the Adizes Graduate School.

Copyright

Since a thesis is legally classified as a publication, care must be taken not to violate the United States copyright laws. If the manuscript contains any material (figures, tables, text, etc.) taken from copyrighted sources, the student has the responsibility to determine if a letter of permission from the copyright holder is needed. This is true even if the student is an author of the paper --a letter of permission from the publisher may still be needed. Proper credit (as instructed in the Letter of Permission) must be given in the text. An extra copy of the letter must be provided to the School. Doctoral candidates who wish to copyright their work may do so.  The School does not offer information on procedures for purchasing a copyright.

SUBMITTAL PROCEDURES (Thesis and Doctoral Dissertation)

After the student has satisfied the requirements of the paper, the student is ready to submit the thesis for review and approval.  These copies become the property of Adizes Graduate School.  The signature of the Chair is required for submittal of a Doctoral Dissertation.  Any student who is having trouble obtaining the appropriate signature should contact the Office of the Director of Administration for guidance.

Two copies of the thesis or dissertation must be submitted, one to the Chair, and one to the Director of Administration.  Each copy must be in a separate sealed envelope (not a folder, not folded) which must be clearly identified with:

• student's name and all contact information (phone, email, post)

• name of the Degree

• date of scheduled graduation (month and year)

• Thesis title
• date of submission


All Degree candidates must:

1. Submit two complete, identical, appropriately signed copies of the thesis; each copy must have an original Approval Page prepared for signature

2. Provide two extra copies of the Title Page and Abstract for the records
3. Provide the article from the journal model (if used) that contains an example of a table, an example of a figure and has an extensive reference section (the article should have been published within the last five years) or state the Style Manual used.

4. Provide three copies of a Research Focus and Benefits summary (simple, non-technical description of paper, the contribution it may or has made in the field, funding agency, geographic area of study, and a statement that this information may be used for promotional purposes by Adizes Graduate School.)

5. Provide a statement regarding the thesis being a final work, or request pre-submittal review from the School.

A CHECKLIST FOR STUDENTS IS PROVIDED AT THE END OF THIS DOCUMENT
Review Time

For Masters Degree Candidates who will graduate at the end of the 10th course, the thesis deadline is within six months of the end of the graduate program.  That is the date that a corrected, final thesis is due to the Chief Academic Officer.    Theses will be reviewed within sixty (60) days depending upon availability of faculty for grading. 
Ph.D. Dissertations must be received by the last day of the 3rd term of supervised writing.  The initial Academic Review will take place within sixty (60) days depending upon availability of faculty for grading. Thereafter, arrangements for the on-site defense of the dissertation will commence.

STUDENT SERVICES
Adizes Graduate School has no formal Thesis Officer or Thesis Office. The Office of the Director of Administration oversees these functions. To assist students the school offers the following review services.  The Chief Academic Officer will perform these services for Masters Degree Candidates. The Chair of the Doctoral Committee, will perform these services for Doctoral Degree Candidates as the final Academic Review prior to dissertation defense. 

• The Officer or Chair will review and approve all thesis proposals/outlines and provide suggestions for pursuing your topic, which may include suggesting further conceptual or actual exploration of concepts or narrowing of broad subject matter, and suggested references and/or resources to include or approach in your study. 

• Students may schedule a "Rough Draft Conference" with the Officer or Chair before the manuscript is final. This conference is strongly recommended. An appointment is needed.  The Officer or Chair will review a rough draft of a paper and make recommendations for revision.  Recommendations at this stage would include revision with an eye for balancing the various components of the document, or very specific suggestions for further exploration or comparison with specific references, and critical questions regarding work that needs definition or defense.

• Students may submit their final thesis to the Office of the Director for correction of format for a FEE of USD$10/page prior to submission to the Chief Academic Officer or Chair of the Dissertation Committee.  This Office does not guarantee a perfectly edited paper and fees may vary depending upon the amount of time required to assist the student. 
• Students may submit their final thesis to the Chair of the Dissertation Committee for a final academic review prior to their formal submission and defense.

Pre-Submittal for correction (note specific time-table for Masters Theses)


It is suggested that the student request a final review for format corrections.  The school will provide the following service for the FEE of USD$10/page
The thesis may be submitted to the Office of the Director as a FINAL DOCUMENT for objective review of format for consistency only, but this does not guarantee that inadequacies will not be found later.  Further, submission shall be considered a FINAL submission unless corrections are suggested by the Director.  

The student must state that the manuscript is final and that a pre-submittal review is requested. The manuscript should be submitted at least one month prior to the deadline so that the turnaround from the office of the Director does not impact turnaround time for final review by the Chair. 

The following are approximate turn-around times once the thesis copies are submitted to the Office of the Director. These times are approximate; availability of review time depends upon workload.  Appointments are recommended.  Manuscripts are reviewed in the order received.

Early in last semester – 10-15 working days

Three weeks before deadline – 5-10 working days if possible, paper may be late

Less than three weeks before deadline – 15-20 working days, the paper will be late

Masters theses received less than three weeks prior to the last day of the 10th class will probably not be reviewed in time for students to continue into the Ph.D.  Late thesis will be reviewed so that the Masters degree may be awarded, but there is no guarantee that the Masters candidate can continue into the Ph.D. program in the subsequent term.

Masters Degree candidates who wish to immediately commence their Ph.D. program should plan around this schedule, and plan for early submission of their thesis.  Manuscripts must be corrected by the student prior to the above deadline.  

Corrections

The Office of the Director will review the manuscript for consistency of form only – see the Checklist towards the end of this section. Only those corrections required by the Office may be made after the manuscript is submitted. Additional corrections requested by the student, the chair, or other staff members will not be accepted.  The student or the student's local representative will be contacted after the review of the manuscript. 

If no corrections are found, this document will be considered the FINAL submission to be forwarded to the Chief Academic Officer or Chair of the Dissertation Committee for review and approval.
If corrections are needed, the changes should be made on a master copy, reproduced, and substituted for the unacceptable pages. Corrections made directly on the pages of the thesis document (with liquid paper, etc.) are not acceptable.  At this point, only corrected pages will be substituted; new manuscripts will not be accepted. It is the responsibility of the student or the representative to incorporate all changes and corrections required by the Office into the two copies of the manuscript.   New, dated Title, Approval and Abstract pages with the revised graduation date must be submitted with the corrected pages.

All corrections must be made promptly in accordance with the ORIGINAL deadline for thesis submission.  Graduation will be postponed or delayed if corrections are not made on time and Masters candidates will not be able to proceed to the preparatory class for the Ph.D. program.  The Office of the Director will not conduct a second review.  

Theses deemed unacceptable by the Office initially will be returned to the student directly.  The manuscript must be corrected and resubmitted as a new document. The whole review process must begin anew. 

OFFICE of the DIRECTOR, CHECKLIST

Theses submitted to the Office will be reviewed for acceptable execution of the following requirements:

• General neatness and legibility, no visible corrections

• Quality of duplication or reproduction

• Consistency of style and format throughout the manuscript

• Title Page, Approval Page, and Abstract must match the format of samples in the Thesis Manual

• Exact correspondence of titles and page numbers in the text and the Table of

Contents, List of Tables and List of Figures

• Journal model (followed for placement of table and figure titles and formatting of reference section) is listed at the bottom of page 1

• Each major heading is centered, in all capital letters, and at the top of a new page

• Subheadings follow instructions 

• Major headings and first level subheadings appear in the Table of Contents

• Formatting and legibility of figures and tables follows Thesis Manual requirements

• Consecutive numbering of tables and figures throughout the main body of the manuscript

• Nothing other than page numbers outside the margin, if those

• No liquid paper or visible corrections on copies submitted to the Thesis Office

• Numbering of every page starting with Abstract (iii) and ending with the Vita

• A major introductory chapter or section (the title includes the word "Introduction") and a major concluding chapter or section (the title contains "Summary" or "Conclusion")

• Consistent subheading format throughout

If no corrections are found, this document will be considered the FINAL submission to be forwarded to the Chief Academic Officer or Chair of the Dissertation Committee for review.
GENERAL SPECIFICATIONS

The finished manuscript is to be a professional effort; no crossing out of letters, liquid paper or erasures may be on the final copies. Broken type or faint print is not acceptable nor are photocopies with dark or blurred lines.

Type and Spacing

Do not attempt to copy the journal's use of various sizes and styles of typeface or font. The entire thesis must be of uniform font or typeface. Any standard bookface font may be used. The Office of the Director will make the final decision on the legibility and acceptability of fonts.

Acceptable printers will produce solid, unbroken, straight lines of type. Consult with the Office of the Director if there is doubt about the acceptability of a word processor or computer output by submitting a sample by mail for review VERY EARLY in your work.

The manuscript may be double spaced or one and one-half spaced. Mixing of spacing in the text is not acceptable. Single spacing is used only for long, blocked and inset quotations, footnotes, endnotes, and itemized or tabular material.

The acceptable point size for the text is 10 point minimum and 12 point maximum. Italics or boldface print (in the same point size as the text) may be used for major headings, subheadings and for emphasis. Underlining is an acceptable alternative to italics; but, do not use underlining and bold together. Major headings may be up to two point sizes larger than the text (maximum size is 14 point). If this option is chosen, it must be used for major headings throughout the entire manuscript.

Reduction may be made in narrative text footnotes, tables, figures and appendix material only. The minimum size for numbers and upper-case letters is 1.5 millimeters; symbols must be large enough to remain legible. The preliminary pages, narrative text, equations, endnotes, reference section and Vita cannot be reduced.

Paper, Margins, and Pagination

All copies of theses submitted to the Office of the Director must be on high quality opaque white paper.  White paper must be used for all pages except for special photographic paper or fold-out pages used as exhibits and references.  Any figures or tables on acceptable paper must conform to the general margins. All typing must be within the margins, except for the page number.  
Justified right-hand margins may be used in theses only with standard internal spacing, i.e., regular and consistent spacing between words in the text. Excessive variable spacing is not acceptable because it inhibits legibility.  Papers should be single-sided, not double-sided.

Every page in the thesis except the Title Page and the Approval Page must be numbered. The Title Page is considered to be page “i” and the Approval Page is considered to be page “ii”, but no pagination numeral is shown on these two pages. The preliminary pages are numbered with lower-case Roman numerals. The first numbered page is the Abstract, which is numbered “iii”. The text and supplementary pages are numbered with Arabic numerals. The first page of the text has the number “1”; every page following will have a page number. The Vita is the last numbered page. 

Page numbers are placed in the upper right-hand corner of the page, about one-half inch below the top edge of the paper, even with the right-hand margin. Page numbers are the only characters which may appear outside the margin.

Photographs


Photocopies or digitized reproductions of photographs are acceptable if there is enough contrast for a good reproduction. If photographs are used, they must be securely and permanently fastened to the thesis paper; scanned images must be printed on high quality opaque ink-jet or graphics paper. 

Tables and Figures

All figures and tables should be sharp black and white, clearly readable and of professional quality. Check all figures and tables to ensure minimum size and legibility requirements are met. Any handwriting or hand-lettering must be "draft quality". Each table and figure in the text must have a separate number and title. Each figure and table must have a unique title. Figures and tables are numbered consecutively throughout the text, and each table or figure must be mentioned by number in the text. 

First mention of each table or figure must be within a page of text before it appears or on the next page of text following its appearance.

Tables and figures may be included on a page with text or appear on separate pages. This type of referencing should be consistent throughout the document.  If a table or figure is placed on a page with other material, the table or figure should be separated from the text (or other material) by a minimum of a triple space at the top and bottom. Placement of titles on tables and figures (above or below) is determined by the journal chosen as a model. 

If the table or figure is placed lengthwise (landscape position), the top of the table or figure must be at the left-hand, binding side of the page. The caption is placed in the same direction as the figure or table. The page number stays in regular (portrait) position. 

Tables or figures longer than one page in length must have the complete title and the number of the table or figure on the first page only. Subsequent pages have the table or figure number and the word "Continued", plus the necessary column headings for ease of reading. The end line of the completed table appears only on the last page of the table.

MANUSCRIPT DETAILS 

Font and Point Size

• Choose one font and use throughout manuscript. The font selected must be one found in a scholarly journal. The exception: appendix material, tables, and figures may be in different fonts.

• Choose one point size (10-12 point) and use throughout manuscript. The exception: tables, figures and appendix material can vary in point size. An option: point size of all major headings may be slightly larger (12-14 point).

• Equations and the Vita are considered part of the text; the font and point size must match the text.

Margins

• All typing must be within the margins, except page numbers. 

• Sample margin settings are: 1.25 “ on the left, 1 “ on the right, and 1.25” on the top and bottom.  It is recommended that a full text page be printed and checked to ensure these settings are right for the computer/printer being used.

Page Numbers

• The first two pages (Title Page and Approval Page) are unnumbered

• Preliminary pages are numbered with lower case Roman numerals, beginning with the Abstract (numbered iii)

• Text pages are numbered with Arabic numerals, beginning with the first page of text (numbered 1)

• Page numbers are outside blue-line margins, in the upper right hand corner,  approximately one-half inch below the top edge and even with the right-hand margin

Journal Model

• Must be noted at the bottom of the first page of text (Page 1)

• Must be a respected, scholarly journal. Philosophical topics may use the MLA Handbook or The Chicago Manual of Style. 

• Use the reference for placement of figure titles, placement of table titles, and the format of the reference section

• Thesis Manual requirements (this document) override elaborate journal model formats

• Need to provide journal article (published within the last 5 years) with a comprehensive reference list that contains samples of types of citations used; may provide reference lists from several journal articles if necessary

Major Headings

• All must be handled consistently regarding point size and the use of bold type

• All must be centered at the top of a new page and in all capital letters

• Point size may be either the same size as text or up to two point sizes larger than the text

• Major headings consist of the following:

the title of the thesis on the title page

the title of the thesis on the approval page

the headings ABSTRACT, DEDICATION,

ACKNOWLEDGMENTS, TABLE OF CONTENTS,

LIST OF FIGURES, LIST OF TABLES on the preliminary pages

the CHAPTER designations and titles (or major section titles)

the word REFERENCES (or LITERATURE CITED, etc.) on the first page

of the references

the APPENDIX designations and titles

the word VITA on the vita page

Content Order

The following list gives the contents in the proper order of presentation. All sections marked with an asterisk (*) must be included in the manuscript.

• Preliminary Pages (with Roman numeral page numbers)

*Title Page

*Approval Page

*Abstract

Dedication

Acknowledgments

*Table of Contents

*List of Tables (if two or more tables in text)

*List of Figures (if two or more figures in text)

• Text (with Arabic numeral page numbers)

*Introduction (as first chapter or section)

*Main body of text divided into various chapters or sections

*Summary or Conclusion (as last chapter or section)

• References and Supplemental Sections

*Reference section

Appendix material

*Vita

Title Page

• Font must match text

• Point size of title is the same as other major headings; point size for rest

of the page is the same as text

• Vertical spacing must match sample page

• No bold on this page; exception, title is bold if major headings are bold

• No page number on this page

Title of Manuscript

• All capital letters, centered. Exception: genus, species, chemical element symbols may be upper and lower case. Also, use italics as needed to comply with the custom of the discipline

• Double space if more than one line

• No period at the end of the title

Thesis/Dissertation Statement

• Double space

• Capitalize A and also the T in Thesis (or the D in Dissertation)

• Student's name in all capital letters; name must be same as in official records of the university

Submittal Statement

• Single space

• Adizes Graduate School is on line by itself

• Double space between submittal statement and degree

• Degree is in all capital letters; full name of the degree is used, check Catalog for correct wording of degree

Date

• Month written out with year

• No comma between month and year

Approval Page

• Match font and point size to Title Page

• Each copy of the manuscript must contain an Approval Page with original signatures of the student and Chair 

• No bold on this page; exception, title is bold if major headings are bold

• No page number on this page

Title of Manuscript

• Same wording as on Title Page. All capital letters, centered. Exception: genus, species, chemical element symbols may be upper and lower case

• Double space if more than one line

• No period at the end of the title

Thesis/Dissertation Statement

• Capitalize A and also the T in Thesis (or D in Dissertation or the R and S in Record of Study)

• Double space

• Student's name in all capital letters, same wording as Title Page

Submittal Statement

• Single space. Wording is different from that on Title Page

• Double space between submittal statement and degree

• Degree is in all capital letters; must match wording on Title Page

Signatures

• No substitute signatures for officers, chair or members of staff
• Signatures must be in ink

• Names do not include Dr. or Prof. or Ph.D. title

• Name and position on staff single spaced and centered under line

Date

• Graduation month written out with year

• No comma between month and year

ABSTRACT

• First numbered page, lower case Roman numeral (iii). Page numbers are outside the margin, everything else inside margin

• No bold on this page; exception, heading (ABSTRACT) is bold if major headings are bold

Preliminary Lines

• Title of manuscript appears in upper and lower case letters with a period at the end of title, wording must match title on Title and Approval Pages

• Date of graduation is in parentheses (no comma between month and year)

• Student's name must be the same as on first two pages, but typed in upper and lower case letters

• Comma after student's name

• Previous degree abbreviated, followed by comma, followed by university

• If more than one previous degree, semicolon separates degree information

• Dr. before chair's name (if chair does not have a Ph.D., use the title Prof.)

• Consistently space all lines (same spacing as text)

Text

• Begins one triple space below preliminary lines

• Text may be no more than 350 words; any term with a space on each side is counted as a word

• Spacing is same as used in text

DEDICATION, Acknowledgments, and Nomenclature

Dedication (Optional)

• Follows the Abstract

• Does not need the heading DEDICATION at the top of page

• If listing preliminary pages in Table of Contents, include Dedication

• Heading is bold if major headings are bold

• Limited to one page

Acknowledgments (Optional)

• Limited to four pages

• Follows the Dedication Page (or Abstract, if no Dedication)

• Heading (ACKNOWLEDGMENTS) is bold if major headings are bold

• Spacing is same as used in text

Nomenclature (Optional)

• May be placed in the following places: before the Table of Contents, as last preliminary pages, before the reference section or in the Appendix

• Heading is bold if major headings are bold

TABLE OF CONTENTS General Format

• No bold on this page; exception, heading (TABLE OF CONTENTS) is

bold if major headings are bold

• No italics on this page (except for Latin terms, titles of works, etc.)

• Need Page above page number column

• Need leader dots between listings and page numbers

• Double space or use same spacing as in text above and below all major headings

• Single space all subheadings

• If more than one page, need appropriate headings at the top of page (Page above page number column; CHAPTER if new chapter listed on the page)

CONTENT

• Must contain the major headings and the first level subheadings; subordination of subheadings should be indicated by appropriate indentation

• Major headings are in all capital letters

• Preliminary pages do not have to be included on this page; however, if included, begin with ABSTRACT and include all preliminary pages

• Check spelling of ACKNOWLEDGMENTS against spelling on ACKNOWLEDGMENTS page

• If using chapter method, chapter numbers must be Roman (not Arabic)

• If using section method, sections may be numbered or unnumbered; numbers may be Roman or Arabic

• First major heading of text contains the word INTRODUCTION

• Last major heading contains the word SUMMARY or CONCLUSION

• Must show a reference section, APPENDIX (if applies) and VITA

Consistency

• Check against text for agreement of page numbers, levels and styles of headings and subheadings and the wording of headings and subheadings (levels of subheadings are shown by indentation)

• Check for consistency in capitalization

• Check that wording of APPENDIX listing matches exactly what is in text; Appendix titles are optional, but if they are listed, they need to be in all capital letters

LIST OF FIGURES and LIST OF TABLES: General Format

• Heading (LIST OF FIGURES or LIST OF TABLES) is bold if major headings are bold

• Include list if two or more figures (or tables) in main body of text

• Need separate list for tables and separate list for figures; either list may come first

• Need Page above page number column

• Need FIGURE (or TABLE) above appropriate column or include the word Figure (or Table) with each title

• Need leader dots from last word of title to page number

• Double space or use same spacing as in text between figure (table) titles, single space title if two or more lines

• If list is more than one page, need appropriate column headings on each page

Content

• Each figure (or table) must have a unique title; no two titles may be exactly the same

• If figures (or tables) in Appendix continue numbering from text, they must be included in LIST OF FIGURES (or TABLES); if numbered A-1, A-2, etc., they need not be included

Consistency

• Check against text for agreement of page numbers

• Title in the LIST OF TABLES (or FIGURES) must agree word for word with the title in the text

• Need only include the first sentence (up to the first period); parenthetical information may be excluded from the listing

• Check consistency of capitalization

Text  General Comments

• Divide into either chapters or sections; a combination of both is not acceptable

• If using chapter method, use Roman numerals as chapter numbers and in any reference to chapters

• Do not use underlining and bold together

• Each text page needs at least 4 1/2 inches of text on it unless there is a table or a figure on the page or the next text begins a new chapter or major section

• Numbering of equations must be consecutive; no two equations can be

numbered the same unless identical, term for term

• No double columns in text

Major Headings and Subheadings

• Major headings in text are bold if other major headings are bold; boldface or italics may be used for subheadings

• Each new chapter or major section begins on a new page

• The chapter designation (CHAPTER I) is upper-case letters, centered at top of page; chapter title is also upper-case and centered at least one double-space (no more than two double-spaces) below chapter designation

• Section titles need not be numbered, but must follow the same format as for chapter titles

• Titles and subheadings more than one line in length must be double-spaced

• No punctuation after a heading or subheading that is on a line by itself

• Do not use centered, all capital letters for a subheading (this is reserved for major headings); first-order subheadings may be in all capital letters provided they are placed flush left

• Maintain consistency in spacing around headings and subheadings

• Use same point size as text for all subheadings

• The style used for subheadings must clearly show their various levels and must be consistent from chapter to chapter or from section to section

• Subheadings do not begin on a new page; text continues within a chapter or section

• A subheading at the bottom of a page must have at least one line of text under it

Journal Model Sentence

• Within the margin, at the bottom of first page of text (page 1)

• Separated from the text by a solid line 10-15 spaces long

• Is a complete sentence with a period at the end

• Suggested wording: This thesis <or dissertation> follows the style and format of <journal name>.

• Type for journal name (Italics, underlined or regular) is the same used for journal titles in reference section; journal name should be spelled out completely

• Single spaced if more than one line

Tables and Figures

• Must be mentioned consecutively by number within text (first mention)

• First mention must be either within 1 page of text before or on the page of text immediately following. Pages with only figures or tables on them do not count as text pages when determining distance from text mention

• Must follow journal model for placement of titles

• Title in the text must agree word for word with the title in the LIST OF TABLES (or FIGURES) in the preliminary pages; the entire title up to the first period must be included in the LIST; exception, parenthetical information may be excluded from the LIST

• Must be found on the page given in the LIST OF TABLES (or FIGURES)

• Check all tables and figures for legibility, straightness on the page, general

professional quality

• Minimum size for numbers and capital letters is 1.5 mm.

• Hand-drawn material must be of publishable quality

• No material with inked in or smudged letters or numbers; no faint lettering

• Consistency is needed in formatting of table/figure titles - capitalization,

boldface, italics, placement, spacing, use of period at end

• Tables and figures and their titles/captions may vary in font and point size

• If on a page with text or other table or figure, need to be offset with a minimum of a triple space above and below where applicable

• Tables or figures longer than one page in length must have the complete title and the number of the table or figure on the first page only. Subsequent pages have the table or figure number and the word "Continued", plus the necessary column headings for ease of reading. The end line of a table appears only on the last page of the table

References

• Each work will contain a formal reference section. A note section is not a substitute for the formal reference section

• Title section with same title used in model journal; heading is in all capital letters and bold if major headings are bold

• Reference list will be examined for consistency, accuracy and completeness

• Journal article provided by student is used as a model for reference list; follow capitalization, punctuation and ordering of information

• Check the following against the journal model: name given to reference section; order of citations (alphabetized, or alphabetized and numbered, or non

alphabetized and numbered); use of italics (or quotation marks) for book titles, journal names and article titles; use of bold type

• In an alphabetized list, the system of ordering multiple entries must be

consistent

• Citations should contain: volume number and page range for journal articles; publisher and city for books; city for universities, labs or corporations

• Unpublished material must contain sufficient information for retrieval

• Check for consistency in designation of state names (abbreviated or not)

• Use single space within citations and the spacing of text between citations or use the spacing of text throughout entire section

• All references must be cited in the text; all text citations must be referenced. All text citations must be from sources student has actually used

• General references consulted and used as background study may be listed under a separate subdivision of the reference section. A subheading, such as

"Supplemental Sources Consulted" should be added at the end of the sources cited section. Follow the same style used in the reference section

Appendices and Vita

Appendices

• Optional, used for supplementary material

• Located after reference section

• Headings (Appendix designations and titles) in bold if major headings are in bold

• Appendix headings may either be on a separate cover sheet before Appendix material or on the top of first page of each Appendix. Be consistent from Appendix to Appendix

• Appendix designations are centered. Appendix titles are centered, all capital letters and at least one double space below designation

• Titles more than one line in length must be double-spaced

• Page numbering is continued from last page of references

• All material must be within margins

• Appendix tables and figures may be numbered consecutively following the text or they may be numbered with appendix designation. If numbered

consecutively from the text, they must be included in the List of Tables or List of Figures

• Material may be reduced, but must conform to minimum size and legibility requirements

• Material may have mixed fonts and point sizes and may be single spaced

• Material may be on a computer disc. See Office of the Director for guidelines

Vita

• Heading (VITA) in bold if major headings are in bold

• Last page of thesis

• Brief biographical sketch which must include name, permanent address, and educational background

• Wording of name needs to agree with name on first three pages

• Need permanent address, good for two years

• Need educational background for all degrees from bachelor level; include: degree, major subject, university and date of graduation -- may include current degree

• Other information is optional but encouraged: professional experience, publications, business or academic information

• Name of the typist may be stated at the bottom of the page. (Example, The typist for this thesis was Mr. John Doe.)

• Limited to one page

• The font and point size need to be the same as the text

• Either paragraph style with same spacing as text or resume style

STYLE MANUALS –SAMPLE INFORMATION

SOURCES FOR TOPICS

The MLA Style Manual and Guide to Scholarly Publishing (also called the MLA Handbook for graduate students) is available as a software template at http://www.refpt.com/mla/  for download.  The book is available at Amazon, and of course you can always check for used books and other retail sources, or may borrow from your library (ask at the reference desk).  If you look for this item on the web, you will find additional sources for quoting electronic/web based reference articles and resources.

In The Chicago Manual of Style format, the full name of the author is used, as it appears in the book or article, and a period follows each major element of the bibliography. The Chicago Manual of Style presents a format used in the natural and social sciences, as well as the humanities, etc. It provides numerous and specific samples for everything from in-text references to footnotes.  The manual is available at Amazon.com.
No topic in mind? 
Try some of these sources, read a lot, visit the library to pursue relevant references: 

Lamm, Kathryn, 10,000 ideas for term papers, 
Gives ideas in over 100 categories ranging from Adolescents through Business, Ethics, the Future, Government, Media, Space, to World Scene. Topics are coded by the level of difficulty in finding materials. 

Keesing's Record of World Events 
Imagine a newspaper without ads, condensed to the most-covered topics. Or, imagine Time or Newsweek magazine expanded. That's Keesing's. It's strong on politics and major events, not strong on science in general or on the quiet changes that sometimes affect our lives more powerfully than do the events emphasized in newspapers. 

There is far more information available on most topics than will fit into a single paper. For this reason, you will usually need to focus your paper on a specific aspect of your topic. For some topics, it is difficult to find enough information to write a paper. Learn how to make your paper more manageable and more interesting by focusing on one particular aspect of your topic. Find out what to do next from library reference personnel if you are having trouble finding enough information on your topic.

Books and journal articles are the major information sources for most research papers. However, by using other sources –electronic databases, surveys, interviews, organizational projects, etc.,  you can find information that can enrich your paper. 
THESIS PREPARATION CHECKLIST for Students
This checklist emphasizes many of the formatting matters pertinent to thesis preparation. However, it only highlights important material contained in the Thesis Manual. It is not a substitute for use of the Thesis Manual.

I. General Concerns

Have you checked for uniform typeface (font and point size) and vertical spacing in the text?

Is all text within the margins? Are all page numbers in the top right corner?

Have you spell checked entire document? 

Also, have you checked all titles that are in all capital letters for correct spelling? (Spell check does not always pick up errors in words in all capital letters.)

Are equations the same font and point size as the text?

Have you checked to make sure that ink is not coming off the page? (Ink jet printers or laser printers with low toner can cause problems.)

Have you counted the pages and chapters?  Is the numbering correct?

Is the wide margin on the left?  Single sided?  Is the paper opague?

Has any of the material in your thesis been published? If so, have you provided appropriate references and obtained appropriate permissions?

II. Preliminary Pages

Title page – does this match the instructions?

Approval page – is everything spelled correctly? Are the names correct?

Abstract – is the title of your thesis in upper and lower case letters? Does the vertical spacing of the preliminary lines match the vertical spacing of the text? Is the length of the text no more than 350 words?

Table of Contents - Is there consistent vertical spacing? Consistent capitalization? Are all page numbers correct? Does the word ‘Page’ (and, if needed, ‘CHAPTER’) appear on continuing pages? Do all chapter titles and subheadings agree with text?

Lists of Figures/Tables – Is there consistent vertical spacing? Consistent capitalization?

Are all page numbers correct? Do the titles match exactly the wording of the titles in the text (up to the first period)?

III. Text

The subheading organization must be consistent and coherent throughout entire thesis. A first level subheading must appear before a second level subheading. Do not omit a level. In addition:

Does the first chapter title or major section title include the word ‘Introduction’?

Does the last chapter title or major section title include the word ‘Summary’ or Conclusion’?

Does the wording of subheadings match the Table of Contents? Page numbers agree?

Is there a consistent capitalization format for subheadings?

Have you checked to make sure the following requirements are met:

• No punctuation after freestanding subheadings or major headings (section or chapter titles)

• No centered, all capital letters for a subheading style

• No subheading as the last line on the page

Do all new chapter titles or major section titles begin on a new page? (Note: do not start a new page for subheadings.)

Are all chapter numbers written as Roman numbers (both at the beginning of the chapter and any text mentions)?

Does every page of text contain at least 4.5” of text (unless there is a table or figure on the page or it is the last text of the chapter)?

Is the model journal sentence at the bottom of page 1 of the text as an example?

Is the expression ‘et al.’ written correctly (no period after the ‘et’, period after ‘al.’)?

IV. Tables and Figures

Have you checked your journal for title positions (above or below)?

Have you checked for first text mention of each table/figure? Each must be mentioned in sequence. Also, have you checked that each text mention is close enough to the table/figure for easy reference when reading (within one page)?

Have you checked the sequence of numbers and wording of titles on the figures and tables with the List of Figures/Tables?

Have you checked for consistent formatting of titles (including capitalization, vertical spacing of title and use of end punctuation)?

Have you checked each table/figure for legibility and minimum size (capital letters and numbers may be no smaller than 1.5 mm)?

Have you checked for at least a triple space (3 single spaces) separation from text for any embedded table or figure or more than one table or figure on a page?

Are continued tables/figures formatted according to Thesis Manual requirements?

V. References (see additional checklist)

Has the reference section been organized following the journal style? Is it alphabetized with author, date in text? Is it numbered and alphabetized with numbers to match the text sequence?

Have you followed your model journal in the use of italics, bold, underlining, etc.?

Is each entry complete (for retrieval and verification of data)?

Is there consistent capitalization?

Are all state names written consistently?

Does this section include only sources actually read and utilized?

Is each entry cited somewhere in the document?

Do all text citations match the information in the reference section?

VI. Appendix Material

Are appendix designations and titles in all capital letters with a double space between them?

Is all material within the appendix legible and large enough (1.5 mm is the minimum height for capital letters and numbers)?

Does each appendix page have a page number (continuously numbered from text)?

VII. Vita

Is the same font and point size as the text used?

Does the form of your name agree with the name on the first three pages of your thesis?

Is the permanent address good for at least two years?

Is your educational background (degree, university, major subject and year for each previous degree) included? Is the information in agreement with the information on page iii?

Is the Vita limited to one page?
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