The Evergreen State College 

Daniel J. Evans Library

Instructions on the Preparation of Masters Thesis for Masters Candidates

1. Two copies are required for the Library’s collections. 

a.  A single bound copy to be placed in the Archives and Special Collections

b.  A digital copy in PDF format for the Library’s circulating collection.

2. Procedures for Masters Candidates submitting their thesis to the Program:

a. Procedures for submitting the bound copy are covered in the procedures already provided through the College’s Masters Programs.  These procedures are modified only in that only a single bound volume is now required.  All other instructions and standards previously set for this activity remain in force.

b. Procedures for the submission of the digital thesis copy include the following:

i. The digital thesis will be in essence identical to the bound copy in composition and formatting and will conform to the style (MLA, APA, etc.) indicated by the faculty for that purpose. 

ii. The digital copy will be submitted in PDF format which can be attained directly by saving from a word processing document if the program has that capacity (Word Perfect for example) or can be scanned using Adobe Photoshop or compatible program and saved as an image in PDF format.   Equipment and software for this activity is available in Media Services or the Computer Center.

iii. Save the thesis on a CD or DVD-Rom or re-writable disk and return it to the Masters Program’s Program Secretary.  

iv. Labeling

1. The disk will be labeled consistent with the title page on the electronic document.  This includes the Graduate program identification, Author’s name, Title of the work, Place of publication (i.e., Olympia: The Evergreen State College), and date – as with any publication and as per the instructions given by the graduate school faculty as to proper form.

2. Labeling may be done with a labeling program or by use of a permanent marker on the label side of the disk as long as the lettering is clear and easily readable.

3. Procedures for submitting the Thesis to the Library and Archives

i. The Program Secretary or person designated to oversee that the theses are completed will hold the digital version until the bound version is returned to the College at which time both formats will be sent to the Library’s Technical Services division according to the same instructions under which the Masters’ Programs have been operating.

ii. Following classification and cataloging, the bound version will be sent to the College Archive, the digital version will be uploaded to the server or server space dedicated to the Masters’ Theses database* and the disk will then be sent to the Archives as a backup copy.

4.  Procedure explanation : The Archivist or designated alternate will provide annual training for this procedure at the invitation of the Graduate Programs Directors

*This operation will be performed either by the Library Systems Manager or by the Archivist, depending on the server or server space set aside for the purpose and the access accorded to those individuals.  In the case that the Archivist fulfills this function,  both the bound and digital copies will be turned over to the Archives after cataloging and classification have been completed.

