Appendix D

Publishing Style and Format 
The guidelines and requirements stated in this appendix apply equally to proposals and completed Dissertations. Students are required to have their dissertation in basic publishing style and format when getting final approval from their committee and prior to submitting to the Copyeditor. Check with your Dissertation Chair to see if your proposal needs to be in publishing format prior to approval. 
Contact Information

Go to http://ego.thechicagoschool.edu/dissertations for all required forms, appendices, and the dissertation manual. For all questions regarding formatting or the dissertation copy editing process, please call (312) 379-1611 or email dissertationprocessing@thechicagoschool.edu. 
Writing Style 

Good writing skills are mandatory for preparing a good proposal. The ensuing Dissertation is expected to communicate clearly the ideas of its author in all of its scientific and scholarly elements. 
The National Center for Academic and Dissertation Excellence has writing coaches available during the dissertation writing process. Students who seek to improve personal writing skills can contact the National Center for Academic and Dissertation Excellence at ncade@thechicagoschool.edu.edu or 312-488-6054.
Each dissertation student is eligible for up to 8 hours of consultation a semester or 4 hours of consultation for each online term. The APA Manual (2009) is another useful resource for students who wish to review grammar rules and ways to reduce bias. A useful review of grammar rules and ways to reduce bias in writing can be found in the APA Manual, Sixth Edition (2009).

Editing Style 

As each new dissertation will be available in the Campus library’s database and available to the public, each dissertation must have a uniform manuscript format and consistent editorial style. Each dissertation must follow the same guidelines and represent the standards of The Chicago School of Professional Psychology.
Students are directed first to the APA Manual, Sixth Edition (2009) and its extensive treatment of editorial style. Other comprehensive references that you may find useful are listed in the Bibliography at the end of this Appendix.
Students should use the sixth edition of the APA Publication Manual to prepare the proposal and dissertation. The final dissertation should be typed according to the newest edition of the APA Publication manual before being sent to the Copyeditor. 
TCS uses the following statement from the APA Style Manual as policy for the editorial style of proposals and Dissertations: TCS affirms as its own policy this statement from the APA Style Manual (2009) for the editorial style of proposals and Dissertations: "Style manuals agree more often than they disagree; where they disagree, the Publication Manual, because it is based on the special requirements of psychology, takes precedence" (p. 77). 

Note, however, that TCS requirements for proposal and dissertation manuscripts sometimes vary from APA regulations. These exceptions are explained in Chapter 1 and further information is provided below. The exceptions are necessary because of the differences between manuscripts and products governed by APA and by TCS. 

The APA Manual was written to help authors produce an interim document that APA reformats into the final document, the journal article, before printing and publishing it. 
This Manual for writing proposals and Dissertations was written to help TCS doctoral students produce the final document, that is, the proposal or Dissertation. The only interim manuscripts are drafts, all following the same rules as the final document. No one will reformat the final Dissertation before it is bound and placed in the library. Therefore, it is the student’s responsibility to make certain that the project adheres to the rules put forth in this Manual.
Format and Other Mechanics
Required elements in the Dissertation that were detailed in Chapter 1 are summarized here for reference.
Required Proposal Elements:

· Preliminary Pages

· Title page

· Table of contents

· List of tables (as applicable)

· List of figures (as applicable)

· Text

· Chapter 1: Nature of Study

· Chapter 2: Review of the Literature

· Chapter 3: Chapter on Method

· References

· Appendices (as applicable)

Required Dissertation Elements

· Preliminary Pages

· Title page

· Copyright page

· Dedication

· Acknowledgements

· Abstract

· Table of contents

· List of tables

· List of figures
· Text

· Chapter 1: Nature of the Study 

· Chapter 2: Review of the Literature 

· Chapter 3: Method 

· Chapter 4: Findings

· Chapter 5: Summary, Conclusions, and Recommendations

· References 

· Appendices 
Typing Format. The typed final manuscript must conform to the general guidelines found in the APA Manual (2009); however, the rest of this chapter will present TCS’s special requirements that supersede the directions found in the APA Manual.
Typeface.  The TCSPP preference for font type and size is Times New Roman 12 points. Smaller typeface may be used for Tables or Figures, but must be no smaller than 8 point. Italic type may be used for words that would otherwise be underlined (e.g., headings, table titles, and book or journal titles). Do not use bold type unless as stated for headings per APA guidelines. 

Errors. The final manuscript must be neat and clean, free of typing, grammatical, and format errors. You are responsible for editing and proofreading all drafts of your proposal and final Dissertation. Even if you hire a typist or editor, or when a TCS copyeditor reviews your final draft and highlights required changes, you are responsible for accurate transcription of the copy presented and for uniformity of spacing, neatness, and other mechanics of typing. Any errors, whether made by you or another person, will result in additional costs and will delay final approval of your project by the school.

Spacing. In general, all text should be double-spaced. Please single-space for the following exceptions: 
· Table Notes

· Items in lists and tables

· Table titles and headings

· Figure captions

· Carry-over lines for centered (greater than 5 inches on one line) and side headings (greater than 3 inches on one line)
Margins. Maintain uniform margins between text and all four edges on every page in this pattern: 
Left, 1 inch
Right, 1 inch

Top, 1 inch

Bottom, 1inch.
Observe the same margins for figures of all types including charts, photographs, size-reduced material, drawings, and copies of reference material from other sources.

Line length. Typed line length should not exceed six inches. Hyphenate words at the end of a line, as needed.

Centered headings must not exceed five inches in length; side headings must not exceed three inches. Single-space carryover lines for such headings. For centered headings, use the inverted-pyramid style (second line shorter than the first and centered). For side headings, second and subsequent lines should be flushed left and shorter than the first line.
Center all preliminary page numbers at the foot of the page, resting on top of the bottom margin. Page numbers to begin with the table of contents .All other pages numbers should be formatted in the right corner within the margins.
Leave no less than one double space between the last line of text and the page number.

· Roman numerals: Number preliminary pages after the Title Page with lower-case Roman numerals (ii, iii, iv, etc.), centered at the top of the bottom margin. The Title Page counts as “i,” but the number does not appear on the page.
· Arabic numerals: Number all pages of text and end matter with Arabic numerals. This includes all chapters, illustrations, references, and appendices. Number the first page of text with “1” and continue consecutively through the entire paper.
· All page numbers on all parts of the dissertation should use the same font and font size as the rest of the dissertation text. Generally, this is Times New Roman, 12 point. 

Number of pages. There is no preordained number of pages for a Dissertation. The primary concern lies with the quality of your study rather than its length. Use only as many pages as are needed to carry out the research and fulfill all of the conditions set forth in the proposal. Most completed Dissertations run from 100–200 pages; prefer brevity.
Processing and Submission
Emailing the Dissertation for Copyediting
For copyediting, the dissertation should be sent as an email attachment in MSWord. 
Track Changes

All hard copy and electronic dissertations are electronically edited in Word format using track changes or a similar reviewing program. Electronic copyediting is quicker and more efficient than mailing hard copies back and forth. Also, many of the errors a copyeditor will find in a dissertation are simple, easy-to-correct matters of grammar, punctuation, spelling, or style. Correct usage of Track Changes can save the student time by simply accepting or rejecting the changes. Every student should make sure that she or he is familiar with his or her

particular reviewing tools.
Electronic Processing. Students who file electronically must upload the final full text pdf document to the ProQuest website. To learn more about electronic submission and processing instructions, please go to http://ego.thechicagoschool.edu/dissertations and click on the Dissertation Copy Editing and Processing tab.
Dissertation Format Checklist
Dissertation Services reviews the following formats within a dissertation before accepting it: order of pages, layout, page numbers, margins, references, tables, and figures for consistent layout: and lists of contents against the document. Please use this checklist to make corrections before submitting for processing.
	 FORMCHECKBOX 
Email the document in Word Format to the copy editor for post oral defense document check once welcome email arrives.  

	 FORMCHECKBOX 
Check that page order and front of document are formatted correctly (see Model Pages in Style Format Manual).

	 FORMCHECKBOX 
Use same font consistently throughout the document (typical font type and size is Times New Roman or Courier at 12 points. Smaller typeface may be used for Tables or Figures, but font should be no smaller than 10 point). Do NOT use bold type.

	 FORMCHECKBOX 
Margins: Left=1 inch; Right, Top=1 inch , Bottom= 1 inches. Observe the same margins for all figures, charts, photographs, size reduced material, drawings, and copies of reference material from other sources. 
 FORMCHECKBOX 
Spacing is 0pt double-spaced throughout. Exception for tables. 
     FORMCHECKBOX 
For block quotes 40 words or more, start on a new line, indent     the block a half inch from the left margin, and double space. Put the citation source, page or paragraph number in parentheses after the punctuation mark.

 FORMCHECKBOX 
Reference list must match the citations. Please make sure citations are on reference list and all names, titles, and dates are correct.
 FORMCHECKBOX 
Do not use a running head.

 FORMCHECKBOX 
For your title page, do put your title or degree after your name
Reference List Basics

 FORMCHECKBOX 
Lines after the first line of each entry in the reference list should be indented one half inch.
 FORMCHECKBOX 
Invert author’s name (last name first)

 FORMCHECKBOX 
References that have up to seven authors give the last name and initials. If the work has more than seven authors, use ellipse after the sixth author’s name followed by the last author’s name.

 FORMCHECKBOX 
Alphabetize reference list by last name of the first author of each entry.
 FORMCHECKBOX 
Order multiple articles by year of publication, starting with the earliest if it’s by the exact same author, single author, or multiple authors.
 FORMCHECKBOX 
Reference list must match the citations. Please make sure citations are on reference list and all names, titles, and dates are correct.
Journal Articles

 FORMCHECKBOX 
Punctuation and capitalization in journal titles should be maintained.
 FORMCHECKBOX 
Major words in journal titles should be capitalized

 FORMCHECKBOX 
Italicize journal titles.
 FORMCHECKBOX 
Do not italicize, underline, or put quotes around journal articles

 FORMCHECKBOX 
Journal titles should be fully presented, not abbreviated.
Reference List Tips for Books and Electronic Sources

 FORMCHECKBOX 
When referencing electronic sources use year, month, date, if available. If not, use year of publication. Or copyright date.
 FORMCHECKBOX 
For electronic sources, use same guideline as printed sources.
 FORMCHECKBOX 
Provide Digital Object Identifier (DOI) if available for online material. If DOI is not available, use URL for the journal. If the journal does not have an online presence, use the URL for the database used.
 FORMCHECKBOX 
Provide print citation formatting when referencing an article from an online database. If the article is available in places other than database, include the homepage’s URL. If the article is hard to find then provide the database information only. 
 FORMCHECKBOX 
Online abstract references should have [Abstract] added after the article or source name.

 FORMCHECKBOX 
Online books that are not directly available online or requires purchase use the phrase “available from” and list the source in the reference entry after the title.

 FORMCHECKBOX 
Online chapter or sections should have a URL directly to the chapter or section and not the homepage of the website.

 FORMCHECKBOX 
Online book review citations should include “review of the book”, title of the reviewed work, web address (if available). If the review is free for everyone write “Retrieved from” and provide the web address. If the review requires a purchase, write “Available from” and provide the location information.

 FORMCHECKBOX 
For raw data, provide web address and use “Retrieved from” or “Available from” if the raw data are in a general pace that houses data sets
Other Non-Print Sources

 FORMCHECKBOX 
Motion picture citations should include the Producer, Director, Date of Publication, Title of Motion Picture, country of origin, and studio or distributor.

 FORMCHECKBOX 
Television broadcast or episodes should have writer, director, date of broadcast, title of broadcast, producer, city, state of origin, and studio.

 FORMCHECKBOX 
Musical recordings should include: songwriter, date of copyright in parentheses, title of song, title of album, and location.

Page Numbering

 FORMCHECKBOX 
Use lower case Roman numerals for every Preliminary pages AFTER the Title Page. Start numeral count at ii (Title Page counts as “i”, but the number does not appear on the page). Center each numeral at the bottom of the page just above the 1 inch margin. 

 FORMCHECKBOX 
Number all pages of text and end matter with Arabic numerals. This includes all chapters, illustrations, references, and appendices. Number the first page of text with “1” and continue consecutively through the entire paper.

 FORMCHECKBOX 
Center all Preliminary page numbers. All other pages numbers should be formatted in the right corner within the margin.
This information was retrieved from:
An Angeli, E., Wagner, J., Lawrick, E., Moore, K., Anderson, M., Soderlund, L., & Brizee, A. (2012, May 30). General format. Retrieved from http://owl.english.purdue.edu/owl/resource/560/01/
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Permission to Reproduce Copyrighted Materials


Headings should read “Permission to Reproduce Copyrighted Material” OR “Permission to Reproduce Copyrighted Materials.” The final paragraph of the copyrighted page should refer to the appendix containing the letters of permission. The following paragraphs are an example of the contents of a permission to reproduce copyrighted material page. I am grateful to Robert James and Jane Allen for permission to reproduce their protocol, the Hypnotic Induction Technique Protocol (Copyright 1990; New York: R. James & J. Allen).


I wish to express my gratitude to author Heidi Alletz and Sage Publishing for allowing me to reproduce Table 3, “Recent Studies of Hypnotically Enhanced Memory,” from page 426-447 of the book Under the Influence: Hypnosis in the Courtroom (Copyright 1991; New York: Sage Publishing).


See letters of permission in Appendix A.
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Abstract

The abstract should be as long as needed. The following paragraph is an example of what is in an abstract. In recent years, spirituality as a variable in mental illness and psychotherapy has attracted more earnest and focused attention on the part of clinicians and researchers, as evidenced by a marked increase in the literature of both theoretical approaches to the subject and empirical efforts aimed at operationalizing and defining it. That spirituality plays a significant and important role seems to garner less controversy at present than the questions of its nature, its appropriateness as a focus of treatment in the context of psychotherapy, and its impact on and relationship with mental illness and psychotherapy. The elusiveness of a comprehensive understanding challenges researchers and clinicians to seek different approaches to its study. This dissertation reviews theoretical and empirical studies of spirituality and psychotherapy. 
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 Level 1 Heading: Centered, Bold, Title Case
The purpose of the sample first chapter is to give a visual guide regarding positioning the first through fifth level headings. Please review it carefully to understand how to organize your dissertation. The first level is centered, boldface, with uppercase and lowercase headings.  Please do not use introduction for the first chapter of your dissertation. It is already assumed to be the introduction. Use at least two subsection headings or use none.  
Second Level Left-Aligned, Boldface, Uppercase 
The second level is left aligned, boldface, with uppercase letters. Please take note of this when you are subheading your dissertation chapters. This should give you a visual guide to an APA second level heading. 
Third level is indented, boldface, lowercase paragraph heading with a period. Please note that text follows immediately after. The third level of the headings guide is boldface, lowercase with a period. Please take note of this when you are writing your dissertations. 
Fourth level, indented, italicized, boldface, lowercase paragraph

heading with a period. Text follows immediately after. The fourth level is indented, italicized and lowercase with a period.  Please make note of this when writing your dissertations.  Remember that heading structure orients the reader to how your ideas are organized. 
Fifth level, indented, italicized, lowercase paragraph heading with a period. Text follows immediately after. The fifth level is indented, italicized, lowercased with a period. Please note this when writing your dissertations. 
Level 1 Heading: Centered, Bold, Title Case
The purpose of the sample first chapter is to give a visual guide regarding positioning the first through fifth level headings. Please review it carefully to understand how to organize your dissertation. The first level is centered, boldface, with uppercase and lowercase headings.  Please do not use introduction for the first chapter of your dissertation. It is already assumed to be the introduction. Use at least two subsection headings or use none.
Second level left-aligned, Boldface, Uppercase and lowercase

The second level is left aligned, boldface, with upper and lowercase letters. Please take note of this when you are subheading your dissertation chapters. This should give you a visual guide to an APA second level heading.

Third level is indented, boldface, lowercase paragraph heading with a period. The third level of the headings guide is boldface, lowercase with a period. Please take note of this when you are writing your dissertations.
Fourth level, indented, italicized, boldface, lowercase paragraph

heading with a period. The fourth level is indented, italicized and lowercase with a period.  Please make note of this when writing your dissertations.  Remember that heading structure orients the reader to how your ideas are organized.
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Read all instructions first and then perform each instruction as needed. PLEASE DO NOT INCLUDE THIS DISCLAIMER IN THE FINAL DISSERTATION COPY!


Chapter titles are flushed left, title case.


Second-level headings are indented .5” and use title case.


Third-level headings are indented 1” and use lowercase paragraph heading (first word is capitalized).


Fourth and fifth level headings are not recommended for inclusion in the table of contents.


All appendices must have a title. They should be formatted thusly: Appendix A: Title in Title Case.


If a chapter or heading title is longer than one line, the entry must be single spaced and the second line must be indented .5”.


To remove this box, click it, point to outer gray hash marks until you see the Move icon, click to select, and press Delete key.
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