Humanities Thesis Submission checklist


Humanities Thesis Submission checklist
This is a useful checklist for PGR students preparing to submit their thesis in the Humanities.  You can use it to make sure you adhere to the University’s specifications for a PhD thesis and order your content correctly.  For more detailed information, refer to the Completion of Research Degree Candidature booklet.  Tick off each one when it’s done. 

*denotes compulsory elements.  Other elements should be included in the following order only if relevant to your thesis, after consultation with your Supervisor.  
What do I need to do…?
	Element
	Notes
	Done it

	Specifications
	
	

	Word count
	· Around 75,000 words

· More with express permission from your Supervisor and School Board
	

	Font
	· Use a clear, legible font.  Avoid ‘fun’ fonts or those which your reader may find difficult to read.

· Not less than 2.0mm high for capital letters and 1.5mm for lower case letters (2.0mm is the equivalent of approximately 11pt character size, depending on the font in use)
	

	Spacing
	· Spacing between lines should be one and a half lines; double spacing may be used if necessary in the interests of legibility, particularly if lines contain mathematical formulae, diacritic marks or strings of capital letters which may require additional space

· It should be clear where a new paragraph is starting and where matter in the text is being quoted;

· Consult the Completion of Research Degree Candidature booklet for instructions on margins
	

	Headers
	· Headers are not necessary.  However if you use them, ensure they conform to the specifications on margins set out in the Completion of Research Degree Candidature booklet
	

	Page numbers
	· If you use footnotes, the page number should appear below them
	

	Layout
	· Indentation of paragraphs: none for the first paragraph; two spaces for each succeeding paragraph

· paragraph headings must not be used

· quotation marks must be single throughout
	

	Printing
	· On single-sided right-hand (recto) pages only

· A4 size (210 x 297 mm), acid-free white paper

· Bond quality (between 70gsm and 100gsm in weight)

· A good quality photocopy of laser printed work is suitable for binding
	

	Order of content
	
	

	1. Title and subtitle*


	· This should be on a Title page

· There is a precise format for the Title page which can be found in the Completion of Research Degree Candidature booklet
	

	2. Abstract*


	· The Abstract should not exceed one side of paper 
· Preferably within the limit of 300 words
	

	3. Errata page
	· List of typographic errors (typos) with relevant page numbers
	

	4. List of contents*


	· Titles and page numbers of each chapter in addition to principal sections within chapters if relevant (see Sample thesis table of contents)
	

	5. List of tables, illustrations etc


	· Ask to consult another thesis in your discipline if you would like to see an example of how this list should be presented
	

	6. List of accompanying material
	· Consult the Completion of Research Degree Candidature booklet on how to deal with large illustrations, and material that cannot be bound
	

	7. Author’s declaration* 
	· There is a precise format for the Author’s declaration which can be found in the Completion of Research Degree Candidature booklet
	

	8. Acknowledgements* 


	· See Thesis acknowledgements checklist
	

	9. Definitions, abbreviations used
	· Ask to consult another thesis in your discipline if you would like to see an example of how this list should be presented, or ask your Supervisor for guidance
	

	10. Main body of text, divided into chapters, sections etc*
	· Each chapter should be clearly headed with its number and title

· Principal sections, if relevant, should be given clear titles
	

	11. Appendices


	· Consult the PGR Handbook and go see the Putting your thesis together training theme for more information on appendices

· Ask your Supervisor to advice you on appendices
	

	12. Glossary


	· If required.  Please consult your Supervisor about the need for a glossary
	

	13. List of references
	· If required, in addition to the bibliography.  Please consult your Supervisor or Discipline PGR Co-ordinator about the need for a separate list of references
	

	14. Bibliography*


	· Refer to your Discipline PGR Co-ordinator or Supervisor on which referencing style you should use in your bibliography.  Ensure it matches the system you have used for the notes used within your thesis
	

	15. Index


	· Not required for Humanities theses
	

	A second volume
	· You should only use a second volume with good reason, for example, if your accompanying material such as appendices and illustrations would be more easily accessible with a second volume, or if it would make a single volume too thick for binding.
· Remember to include another title page and contents page and ensure you number your volumes clearly
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