
IAS Graduate Office, 4/1/2015 

MFA Thesis Submission Packet Overview  
 

Essentially, your thesis submission process requires 3 documents:  

(1) the submission of your Master’s Degree Request (via MyGrad, no later than June 5),  

(2) the submission of a hard-copy of your Master’s Supervisory Committee Approval form, with original 

signatures, due into the IAS Grad Office by June 8, or the UW Graduate School Office by Friday, June 12, 5 

pm, or, scanned and uploaded as part of your ETD (see below). 

(3) the ETD, or Electronic Thesis Submission, via your My ETD account on the ETD Administrator site, due 

by Friday, June 12, 11:59 pm. 

All of this is clearly and systematically outlined on the UW Graduate School website, under 

“Thesis/Dissertation,” at http://www.grad.washington.edu/students/etd/.  This packet collects materials 

available on that site and on the MFA website (under “Thesis Timeline”), to give you an overview of the 

process, so that you can plan for it. 

Other than writing the thesis, the actual Electronic Thesis Submission is the most complex and time 

consuming part of this process.  You will need to pay attention to formatting guidelines, outlined here 

under “Preparing Your Manuscript.”  You will be asked to warrant that this is your original work, and 

that you have properly attributed other’s copyrighted work.  In submitting your thesis you will retain 

rights to your work, but you will be granting ProQuest and UW ResearchWorks non-exclusive rights to 

preserve and provide access to your work; ie, to publish it.   

You have some options for delaying and restricting access to your work, depending on the kind of 

agreement you select.  These options are summarized in the materials of this packet, and detailed online.  

You will want to investigate your options by setting up your account via the ETD Administrator Site (see 

http://www.grad.washington.edu/students/etd/info.shtml), and by consulting your advisor if you have 

questions about which options will best suit your professional and writerly goals.  

 

 

http://www.grad.washington.edu/students/etd/info.shtml


 
 

MFA Thesis Submission 
Table of Contents 

 
1. 2015 MFA Thesis Completion Dates and Deadlines  

 
2. Master’s Supervisory Committee Approval Form  

 
3. Final Submission of Your Electronic Thesis or Dissertation (ETD)—from UW Graduate School 

website  
 

This document outlines the step-by-step process of formatting and submitting your 
thesis, from the Master’s Degree Request (via MyGrad) to the Electronic Thesis 
Submission (via your My ETD account) to the submission of your Master’s Supervisory 
Committee Approval Form.  

 
4. Notes on Electronic Thesis/Dissertation Submission and Access Options for ETD’s  

 
This information, available on the UW Graduate School website under 
“Thesis/Dissertation,” outlines the UW Graduate School’s policies and procedures for 
preserving and providing access to published thesis work, including the access options 
available to you.  

 
5. Preparing Your Manuscript for Submission 

 
These guidelines, available on the UW Graduate School website, contain important information 
about the formatting and font requirements for submission. It also offers models for the 
required title, copyright, and abstract pages.  
 

6.  Frequently Asked Questions—specific to the MFA in Creative Writing & Poetics program.  
 

Recommended Resources: 

The Graduate School will host a webinar on Electronic Thesis/Dissertation Submission on 

Tuesday, April 7, 3:30-5:00 pm.  Register online at: 

https://attendee.gotowebinar.com/register/5422336515768008449 

PowerPoint and audio from this webinar will be available at:  

http://www.grad.washington.edu/students/etd/ 

 

https://attendee.gotowebinar.com/register/5422336515768008449
http://www.grad.washington.edu/students/etd/


2015 MFA Thesis Completion Dates and Deadlines  

(See: http://www.uwb.edu/mfa/curriculum/thesis-work/thesis-timeline) 

Monday, March 30 First draft of Thesis due to Thesis Advisor 

Monday, May 4 Revised Thesis due to Thesis Advisor and Second Reader. (Please check with advisor and 
readers as to whether they prefer hard copy or electronic copy). 

Friday, May 15       Spring Festival Intent to Participate. Let Graduate Office know of your intent to participate 
in the Spring Festival and how you would like your name and the title of your thesis to 
appear on the program. Please also submit a 75-150 word bio at this time for the festival 
program. This information should be submitted via Catalyst by the end of the day on May 
15.  

Monday, May 18        Master’s Degree Request. This is a good time to submit this electronic request,  
   albeit you can do so earlier in the quarter. You must do so by Friday June 5. 

This is also a good time to set up an ETD (Electronic Thesis/Dissertation) account and 
explore their submission requirements and thesis publication and access options. 

Monday, May 18  Thesis Advisor and Second Reader provide written feedback to student on thesis. If for 
any reason you do not meet the May 4 deadline, you will not be assured of timely feedback. 

Monday, June 1        Final thesis due to Thesis Advisors and Second Readers, together with a filled-  
   in hard copy of the “Master’s Supervisory Committee Approval Form.”   

Friday, June 5            Last day to submit a Master’s Degree Request 

Saturday, June 6          Spring Festival 

Saturday, June 6            Master’s Supervisory Committee Approval Form.  

The Spring Festival is an excellent opportunity to get your Thesis Advisor and Second 
Reader’s signatures on your Master’s Supervisory Committee Approval Forms.  The Master’s 
Supervisory Committee Approval Form MUST be signed in hard copy and ink by student and 
Thesis Advisors and Second Readers.   

Getting signatures on this form is your responsibility. If anyone on your committee is not 
planning to be at the Spring Festival, it is strongly recommended that you get their 
signatures before the Spring Festival.  

You are highly advised to submit the hard copy of the approval form with all advisor and 
student signatures to the IAS Grad Office by June 8. In this case the Grad Office will deliver 
this form to the Graduate School for you.  

If you do not have your form in by end of day, you will be responsible for delivering the 
signed form to the Graduate School on the Seattle Campus before 5pm on June 12 or 
scanning and uploading the signed form with your ETD (Electronic Thesis Submission). 

Friday, June 12, 11:59 p.m. Last possible minute to submit thesis electronically through ETD Administrator. 

http://www.uwb.edu/mfa/curriculum/thesis-work/thesis-timeline
https://catalyst.uw.edu/webq/survey/iasgrad/264642
https://www.grad.washington.edu/student/mastapp.aspx
http://www.grad.washington.edu/students/etd/info.shtml
http://www.uwb.edu/getattachment/mfa/curriculum/thesis-work/thesis-timeline/thesis-approval-form.pdf
https://www.grad.washington.edu/student/mastapp.aspx
http://www.uwb.edu/getattachment/mfa/curriculum/thesis-work/thesis-timeline/thesis-approval-form.pdf


UW Graduate School 
Master’s Supervisory Committee Approval Form 

 
Student Instructions 

o Complete the student information and obtain your committee members’ original (ink) signatures. 
 

o Submit your signed form in one of the following ways: 
 

1. Upload your scanned form (PDF) to the Administrative Documents section of the UW ETD Administrator Site. 
Deadline: 11:59 p.m. PST on the last day of the quarter 
 

2. Deliver your form in person, or send it by campus or postal mail. 
Deadline: 5:00 p.m. PST on the last day of the quarter  

University of Washington 
Graduate Enrollment Management Services (GEMS) 
G-1 Communications, Box 353770 
Seattle, WA 98195-3770 

 
o If your form is incomplete (missing information and/or signatures) or if GEMS receives it after the deadline, you will 

be required to register the following quarter or pay the $250 Graduate Registration Waiver Fee: 
http://www.grad.washington.edu/policies/general/regwaiver.shtml 

 
  
Student Information 

Student Name:         Student ID #:       
Quarter/Year Graduation:        UW Email Account:      
Name of Degree:         Program:       
 
 
Student Agreement 

I certify that I have presented my master’s supervisory committee with the final copy of my master’s thesis for examination and 
approval. 
 
Signature of Student:           Date:     
 
 
Master’s Supervisory Committee Agreement 
I certify that I have examined the final copy of the above student’s master’s thesis and have found that it is complete and 
satisfactory in all respects, and that any and all revisions required by the final examining committee have been made. 
 
Signature of Committee Chair:          Date:     

Print name below line signature line:    
 
Signature of Committee Co-Chair (if applicable):         Date:     

Print name below signature line:  
 
Signature of Committee Member:          Date:     
 Print name below signature line:  
 
Signature of Committee Member:          Date:     
 Print name below signature line:  
 
Signature of Committee Member:          Date:     
 Print name below signature line:  
 
 
Questions: Please contact Graduate Enrollment Management Services (GEMS) at uwgrad@uw.edu or 206.685.2630. 



From UW Graduate School website: http://www.grad.washington.edu/students/etd/info.shtml.  

Final Submission of Your Electronic Thesis or 

Dissertation (ETD) 

Welcome to the University of Washington’s Electronic Thesis/Dissertation (ETD) web page. This page walks 

you through the five steps required for a successful final submission of your thesis or dissertation: 

 Step 1: Prerequisites  

 Deadlines  

 Read This Information  

 Master’s Supervisory Committee Approval Form  

 Doctoral Dissertation Reading Committee Approval Form  

 Required Sections for Your Document (Title Page, Copyright Page, Abstract)  

 Step 2: The UW ETD Administrator Site  

 Step 3: Start Your ETD Process  

 Step 4: Submit Your Thesis or Dissertation  

 Step 5: Review Important Notes about your Final Submission  

 

Step 1: Prerequisites 

To graduate with a master’s (thesis program) or doctoral (dissertation program) degree at the University of 

Washington, graduate students are required to submit a thesis or dissertation through the UW Electronic 

Thesis/Dissertation (ETD) Administrator Site. Documents will be published by ProQuest/UMI Dissertation 

Publishing and made available on an open access basis through UW Libraries ResearchWorks Service. 

Deadlines 

 Deliver your signed Master’s Supervisory or Doctoral Dissertation Reading Committee Approval 

Form to GEMS no later than 5:00 p.m. PST on the last day of the quarter. GEMS cannot graduate you 

until your signed form has been received. Failure to submit your form may require that you register 

again or pay the $250 Graduate Registration Waiver Fee. 

 Submit your document in the UW ETD Administrator Site by 11:59:59 p.m. PST on the last day of 

the quarter. If you submit your document after the deadline, you will graduate the following quarter 

and must register or pay the $250 Graduate Registration Waiver Fee. 

 Please see Dates and Deadlines for specific dates. 

http://www.grad.washington.edu/students/etd/info.shtml
http://www.grad.washington.edu/students/etd/info.shtml#step1
http://www.grad.washington.edu/students/etd/info.shtml#deadlines
http://www.grad.washington.edu/students/etd/info.shtml#info
http://www.grad.washington.edu/students/etd/thesis-approval-form.pdf
http://www.grad.washington.edu/students/etd/phd-approval-form.pdf
http://www.grad.washington.edu/students/etd/req-sections.shtml
http://www.grad.washington.edu/students/etd/info.shtml#step2
http://www.grad.washington.edu/students/etd/info.shtml#step3
http://www.grad.washington.edu/students/etd/info.shtml#step4
http://www.grad.washington.edu/students/etd/info.shtml#step5
http://www.etdadmin.com/washington
http://www.etdadmin.com/washington
http://digital.lib.washington.edu/
http://www.grad.washington.edu/policies/general/regwaiver.shtml
http://www.grad.washington.edu/policies/general/regwaiver.shtml
http://www.grad.washington.edu/students/dates.shtml


Read This Information 

Actions you need to take before final submission of your document: 

Master’s students  

1. Submit a master’s degree request in MyGrad – Student View.  

Note: Make sure to select “Thesis Program” and enter a thesis title. 

2. Obtain original signatures on your Master’s Supervisory Committee Approval Form to be submitted to 

Graduate Enrollment Management Services (GEMS). See Dates and Deadlines. 

PhD students  

1. Schedule a doctoral final exam in MyGrad – Student View. 

2. Obtain original signatures on your Doctoral Dissertation Reading Committee Approval Form to be 

submitted to Graduate Enrollment Management Services (GEMS). See Dates and Deadlines. 

3. Complete the Survey of Earned Doctorates (SED). Print the SED Certificate of Completion and submit 

to GEMS with your signed Doctoral Dissertation Reading Committee Approval Form. 

 

Step 2: The UW ETD Administrator Site 

Introduction to the UW ETD Administrator Site 

There are three major sections in the UW ETD Administrator Site:  

 My ETDs – step-by-step ETD submission instructions 

 Resources & Guidelines – information such as format guidelines; copyright issues; creating PDFs; 

UW contacts for formatting help, copyright and open access questions 

 PDF Conversion – a tool that may be used to convert Microsoft Word, WordPerfect, or RTF (rich text 

format) documents into PDF format. Your thesis/dissertation must be uploaded as a PDF; the 

maximum file size that can be uploaded is 1,000 MB. 

Activate Your Account 

To get started, you must activate your account in the UW ETD Administrator Site. You are encouraged to 

do so well before you submit your thesis or disssertation so you can become familiar with the UW ETD 

Administrator Site. 

1. Go to the UW ETD Administrator Site 

2. Select “Submit my dissertation/thesis” under “Ready to begin?” 

3. Select “Create an Account” under “New user?” 

4. Fill in the required fields and select the “Sign Up” button 

5. Check for an email message from UMI ETD Administrator with the subject line UMI ETD 

Administrator: Account Confirmation for [your name]  

http://www.grad.washington.edu/mygrad/student.htm
http://www.grad.washington.edu/students/etd/thesis-approval-form.pdf
http://www.grad.washington.edu/students/dates.shtml
http://www.grad.washington.edu/mygrad/student.htm
http://www.grad.washington.edu/students/etd/phd-approval-form.pdf
http://www.grad.washington.edu/students/dates.shtml
https://sed.norc.org/survey
http://www.etdadmin.com/washington


Troubleshooting: If the email message is not in your inbox, it may have been blocked or filtered 

into your spam or junk email box. If it is not in one of these locations, you can try to login to re-

send the email message but first make sure your account is set-up to accept email messages 

from the domain@proquest.com. If you need further technical assistance retrieving the email 

message, please call ProQuest at 1.877.408.5027 – available 9:00 a.m. – 6:00 p.m. EST, Monday 

through Friday (excluding U.S. holidays).  

6. The email message includes a link to activate your account. Select the link to confirm your 

account. You should be taken to Instructions under the My ETDs section. 

7. Before continuing, please go to Step 3: Start Your ETD Process. 

 

Step 3: Start Your ETD Process 

1. Go to MyGrad - Student View 

2. Select "Start Your Electronic Thesis/Dissertation (ETD) process 

3. Login in with your UW NetID and password 

A page will open showing your name and dissertation/thesis details on record with the UW and the 

Graduate School. The dissertation/thesis details you enter in the UW ETD Administrator Site must match 

this record. We recommend that you keep this page open when you begin the submission process in the 

UW ETD Administrator Site to ensure the information is transferred accurately. If you experience any 

problems opening this page, please send an email to uwgrad@uw.edu. 

 

Step 4: Submit Your Thesis or Dissertation 

1. Go to the UW ETD Administrator Site 

2. Select “Submit my dissertation/thesis” under “Ready to begin?” 

3. Login with your username and password 

4. Read the Instructions under the My ETDs section 

5. Begin the submission process. Submission steps are outlined in the left-hand column. 

If you need help, select “Help” in the UW ETD Administrator Site for instructions (see Contents), frequently 

asked questions (see FAQ), and customer service (see Support). For technical assistance with the site, call 

1.877.408.5027 – available 9:00 a.m. – 7:00 p.m. EST, Monday through Friday (excluding U.S. holidays). 

 

http://www.grad.washington.edu/students/etd/info.shtml#step3
http://www.grad.washington.edu/mygrad/student.htm
mailto:uwgrad@u.washington.edu
http://www.etdadmin.com/washington


Step 5: Review Important Notes about your Final Submission 

 If you need to finish your submission later (for instance, if you need to update your PDF file before 

uploading it), you can save your information and come back to finish. No information will be lost.  

 Once your thesis/dissertation is submitted, no additional changes to the document are allowed with 

the exception of a major data error in the document. In this circumstance, a letter outlining the 

necessary changes is required from your supervisory committee chair.  

 Submissions are reviewed by GEMS advisors before they are delivered to ProQuest for publication. If 

you do not format your title page correctly, you will receive an email from a GEMS advisor 

requesting revisions and your graduation may be delayed.  

 When your submission has been accepted by a GEMS advisor, you will receive email confirmation.  

 Your submission will be delivered to ProQuest/UMI for publishing 4-6 weeks after graduation and 

you will receive email confirmation.  

Fees and Ordering Bound (Paper) Copies of Your Document 

There are no required fees. You have the option to register your copyright via ProQuest for a fee. If you 

want to order bound (paper) copies of your document, you may do so through the UW Copy Centers or 

through ProQuest. Questions should be directed to the UW Copy Centers or to ProQuest at 1.800.521.0600, 

ext. 77020 – available 8:00 a.m. – 5:00 p.m. EST, Monday through Friday (excluding U.S. holidays). 

  

 

Office of Graduate Enrollment Management Services 

G-1 Communications  |  Box 353770  |  Seattle, Washington 98195 

Email: uwgrad@u.washington.edu  |  Phone: 206.685.2630  

 

http://f2.washington.edu/fm/c2/services/printcopy/hours-locations
http://f2.washington.edu/fm/c2/services/printcopy/hours-locations
mailto:uwgrad@u.washington.edu


Notes on Electronic Thesis/Dissertation Submission 

Resource and instructions mainpage: http://www.grad.washington.edu/students/etd/ 

UW Graduate School Policy 

The Graduate School requires that all theses and dissertations be deposited electronically and made 
available through the ProQuest Dissertations and Theses Database, and through the University of 
Washington Libraries’ ResearchWorks repository service – which makes them available to other UW 
researchers and the general public. This Graduate School requirement is in addition to previous or 
planned publication of a thesis or dissertation in part or in its entirety. It is expected that this will usually 
take place upon degree conferral, although students may choose to delay full public access via 
ResearchWorks for up to five (5) years. 
 
Since students must place any initial access restrictions on their work when they submit it through the 
ProQuest system, they should become familiar with the process and these options prior to submission 
by reading “Access Options for Electronic Theses and Dissertations” : 
http://www.grad.washington.edu/students/etd/access_options.pdf  
 
From “Access Options for Electronic Theses and Dissertations (ETDs)” 
 
Submission must be made using the UW ETD Administrator system which is provided by the ProQuest 
(PQ) company.  See http://www.grad.washington.edu/students/etd/info.shtml. 
 
UW ETD Administrator offers authors a number of menu choices, most of which are described at: 
http://www.grad.washington.edu/students/etd/access_options.pdf.  
 
After the submission process is complete, the system automatically deposits identical digital copies 
within the ProQuest (PQ) system and the UW’s institutional repository (IR), ResearchWorks. Once 
deposited, theses and dissertations will be made available via both the PQ Dissertations and Theses 
Database and the UW Libraries’ ResearchWorks. 
 
Publication Options 
 
Students may restrict access to their theses and dissertations 
(1) while seeking to publish journal articles or books based on them, 
(2) to protect intellectual property during the patent application process, or 
(3) to prevent the disclosure of sensitive or classified information. 
 
During the submission process, you will select ProQuest and IR publication options. The options are 
summarized on a table at http://www.grad.washington.edu/students/etd/access_options.pdf , 
together with selected scenarios to assist you in making your decisions. 
 
When a thesis or dissertation is restricted, access to the body of the work is limited 
but descriptive information, including the citation and abstract, is provided to PQ and ResearchWorks. 
This information becomes public and is searchable by Google, Bing and other search engines. 
 

http://www.grad.washington.edu/students/etd/
http://www.grad.washington.edu/students/etd/access_options.pdf
http://www.grad.washington.edu/students/etd/info.shtml
http://www.grad.washington.edu/students/etd/access_options.pdf
http://www.grad.washington.edu/students/etd/access_options.pdf


For Frequently asked questions about copyright, access, and publication, see 
http://digital.lib.washington.edu/etd-faq.html.  Webpage provides contacts for questions.  
 
Electronic Submittal  
 
Before you submit, review ALL the information on 
http://www.grad.washington.edu/students/etd/info.shtml .   
 
It covers: 
 

 All the prerequisites to submitting, including the submitting the Master’s Degree Request and 
creating an UW ETD account 

 All the deadlines for submission 

 All the steps for submission 

 All the formatting guidelines for submission 
 

*** 
 
 

 
 

http://digital.lib.washington.edu/etd-faq.html
http://www.grad.washington.edu/students/etd/info.shtml
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Access Options for Electronic Theses and Dissertations (ETDs) 

 

Background 

The Graduate School and the Libraries require that all UW theses and dissertations be submitted 

electronically for management efficiency, cost control, ease of dissemination, and long-term 

preservation reasons. Submission must be done no later than the deadline established by the Graduate 

School for degree conferral for a given quarter. 

 

Procedure 

Submission must be made using the UW ETD Administrator system  which is provided by the ProQuest 

(PQ) company. ETD Administrator offers authors a number of menu choices, most of which are 

described below. After the submission process is complete, the system automatically deposits identical 

digital copies within the PQ system and the UW’s institutional repository (IR), ResearchWorks. Once 

deposited, theses and dissertations will be made available via both the PQ Dissertations and Theses 

Database and the UW Libraries’ ResearchWorks. 

 

Publication Options 

Students may restrict access to their theses and dissertations  

(1) while seeking to publish journal articles or books based on them,  

(2) to protect intellectual property during the patent application process, or  

(3) to prevent the disclosure of sensitive or classified information. 

 

During the submission process, you will select PQ and IR publication options. The options are 

summarized on a table below, followed by selected scenarios to assist you in making your decisions. 
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IMPORTANT! When a thesis or dissertation is restricted, access to the body of the work is limited 

but descriptive information, including the citation and abstract, is provided to PQ and ResearchWorks. 

This information becomes public and is searchable by Google, Bing and other search engines. 

 

 

 

Publication 

Options 

Restricted Access 

Periods 

 

How is your 

work accessed? 

Who has access to 

your work? 

     

ProQuest (PQ) 

 

Immediate Access 

(chosen by most 

students) 

 

NA 

PQ Dissertations 

and Theses 

Database 

Students, faculty, 

and researchers 

with access to the 

PQ database 

 

No Access during 

Restricted Access 

Period 

6 months, 1 or 2 

years, or specified 

date 

NA 
Not accessible to 

anyone 

  
  

 

Institutional 

Repository (IR) 

 

Immediate Open 

Access  

(chosen by most 

students) 

 

NA 
UW Libraries’ 

ResearchWorks 
Anyone via the Web 

 

UW-only Access 

during Restricted 

Access Period, 

followed by Open 

Access 

1, 2  or 5 years 
UW Libraries’ 

ResearchWorks 

Only UW faculty and 

students and on-site 

users of UW 

Libraries 

 

No Access during 

Restricted Access 

Period, followed 

by 

Open Access 

 

1 year NA 
Not accessible to 

anyone 
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 Selected Scenarios to Assist You in Making Your Decision: 

1. Author plans to publish one or more journal articles based on a thesis or dissertation. Recent 

surveys indicate that 85% or more of journal editors would “always welcome” article 

submissions based on open access ETD’s, or would consider them on a case by case basis or if 

they were “substantially different” from them – though practices vary by discipline
1,2

. Based on 

these and earlier studies, the Libraries recommends that most students choose immediate open 

access for their ETD’s unless a journal to which they plan to submit has a restrictive policy in this 

regard. In such cases students might consider choosing “Immediate Access” for PQ and limit to 

UW users for a year.  

 

2. Author plans to publish a thesis or dissertation as a book.  The first of the two survey reports 

mentioned above indicated that 80% of university press editors would consider publishing a 

book based on an open access ETD
1
, and the exposure open access ETD’s receive can be 

beneficial. However, students concerned that their risk of rejection is still too great could 

consider choosing “Immediate Access” for PQ and limiting to UW for five years.  

 

3. Author wishes to protect work during patent application process .  Students who may want to 

seek a patent in connection with research described in their theses or dissertations should 

contact Jesse Kindra at the Center for Commercialization (jkindra@u.washington.edu or 206 

543-3970) prior to submitting their work to PQ and choosing access restrictions.  Depending on 

the circumstances, it may be appropriate to completely withhold access for as long as two years, 

but students should recognize that doing so will prevent anyone else at the UW from having 

access to it during the restricted access period. To exercise this option, students should choose 

“No access for 1 year, then make Open Access” from the Institutional Repository (IR) Publishing 

Options menu. In unusual circumstances, requests for access to be withheld an additional year 

may be considered. To make such a request, students should describe the reason(s) for it in an 

email to rworks@uw.edu prior to expiration of the original embargo period. 

 

1
Marisa L. Ramirez, Joan T. Dalton, Gail McMillan, Max Read and Nancy H. Seamans, “Do Open Access Electronic 

Theses and Dissertations Diminish Publishing Opportunities in the Social Sciences and Humanities?,” College and 

Research Libraries 74 (July 2013): 368-80, http://crl.acrl.org/content/74/4/368.full.pdf+html. 

2
Marisa Ramirez, Gail McMillan, Joan T. Dalton, Ann Hanlon, Heather S. Smith and Chelsea Kern, “Do Open Access 

Electronic Theses and Dissertations Diminish Publishing Opportunities in the Sciences?,” forthcoming, College and 

Research Libraries, http://crl.acrl.org/content/early/2013/09/20/crl13-524.full.pdf+html. 

 

(Revised:  October 11
th

, 2013) 



 

 

Submit as a PDF  

The manuscript of your dissertation or thesis must be submitted to ProQuest/UMI Dissertation Publishing in Adobe PDF 

format. When preparing your PDF, be sure to do the following:  

 

     Embed all fonts (further information is provided below related to embedding fonts)  

     Make sure there is no password protection on the PDF  
    Ensure that security settings allow printing  
 

Verify Proper Formatting  

ProQuest/UMI Dissertation Publishing makes no changes to the formatting or content of submitted manuscripts. 

Therefore, the burden of how the manuscript looks when it is accessed or printed is entirely the responsibility of the 

author. ProQuest strongly recommends that individual authors take responsibility for reformatting the document into 

Adobe PDF, for checking the reformatted document for accuracy, and for submitting the PDF document to the graduate 

school or library for publication. 

 

Abstract  

We no longer have a word limit on your abstract, as this constrains your ability to describe your research in a section that is 

accessible to search engines, and therefore would constrain potential exposure of your work. However, we continue to 

publish print indexes that include citations and abstracts of all dissertations and theses published by ProQuest/UMI.   These 

print indexes require limits of 350 words for doctoral dissertations and 150 words for master's theses.   Additionally, our print 

indexes allow only text to be included in the abstract.   In the editorial process for these print publications, we will simply 

truncate your abstract if it exceeds these word limits and remove any non-text content.   You may wish to limit the length of 

your abstract if this concerns you.   The abstract as you submit it will NOT be altered in your published manuscript.   Please 

include an additional version of your abstract in English, even if the primary language of your dissertation or thesis is NOT 

English.   For additional information regarding formatting of abstracts, please see the FAQ here: 

http://www.etdadmin.com/cgi-bin/main/faq?siteId=164#ts10 

 

Manuscript Specifications  

Your dissertation or thesis will be produced in digital, print and microform and/or microfiche format.   Your library 

may have a standing order for reduced (6" x 9") size bound copies.   Achieving a legible copy of acceptable 

quality in all of these formats and sizes requires a conservative approach to paper size and quality, fonts, font 

sizes, spacing, images and graphics.   Your institution may provide you with specifications for some or all of 

these details, in addition to specifications for required sections, organization, pagination, and others. In cases 

of variation, your institution's specifications supersede ours.   Please adhere to either/both your institutional 

specifications and those that follow here to ensure the highest quality reproduction of your work. 
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Author Guide: Preparing Your Manuscript for Submission  
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MAKE SURE all your fonts are embedded.   See the end of this guide for instructions on embedding fonts.   

Manuscripts without embedded fonts can cause ALL punctuation and formatting to disappear when the 

document is printed from the digital file, and causes delays in our publishing process. 

 

 
 
 

File format of your 
manuscript:  

 
Adobe PDF required.  NO compression; NO password protection; NO digital signature.  
You are responsible for the appearance of your manuscript in PDF.  It will appear and 
may be downloaded exactly as you submit it. 
  

Multimedia files and 
formats: 

ProQuest will accept multimedia content of all file types.  File types listed below will be 
migrated by ProQuest.  File types other than those listed below are not guaranteed to 
be migrated.    

Images:  GIF (.gif);  JPEG (.jpeg);  TIFF (.tif)  

Video:  Apple Quick Time (.mov);  Microsoft Audio Video Interleaved (.avi);  MPEG (.mgp)  

Audio:  AIF (.aif);  CD-DA;  CD-ROM/XA;  MIDI (.midi);  MPEG-2;  SND (.snd);  WAV (.wav)  

Margins:  
Left: 1”; Right: 1"; Top and Bottom: 1". Applies to all material except page numbers, 
including figures, headers/footers, footnotes/endnotes, and full-page images.  Page 
numbers: at least ¾" from edge of page.  

Fonts:  

Embedded fonts REQUIRED.  Post Script Type 1 fonts required.  Any legible font 
except script, italic, or ornamental fonts equivalent in scale to 10pt. Arial or 12pt. Times 
New Roman accepted.  Italicized font may be used for non-English words and 
quotations.  Applies to all text including captions, footnotes/endnotes, citations, etc.  

Line spacing:  

Double-space: abstract, dedication, acknowledgements, table of contents, and body of 
the manuscript, except for quotations as paragraphs, captions, items in tables, lists, 
graphs, charts.  Single-space: footnotes/endnotes, bibliographic entries, lists in 
appendices.  

Color:  
PDF and Print reproductions will include all color material.  Microfilm reproductions will 
NOT preserve color; colors will appear in shades of gray.    

 

Supplementary Materials 

If supplementary materials - like audio, video, and spreadsheets - are part of your dissertation or thesis, you can submit 

them as supplementary files during the online submission process. Upload them as part of the submission process, and 

provide a description of each supplementary file or files in the abstract of your graduate work. 

  

• Do not embed media files in your PDF. 

• Upload media files as supplementary files: During online submission, you will be asked to upload any 

supplementary files.  

• Describes files in your abstract: Add a description of each supplementary file in your abstract.  

Digital Manuscripts – Formats and specifications 



 

 

Supporting Documentation for Supplementary Materials  

Including supplementary materials with your submission will require additional paper documentation before we can 

complete the publishing process. For further information see “Guide 6: Sample Permission Letter for Use of 

Previously Copyrighted Material” 

  

• Reprint Permission Letters:  If you are going to include multimedia material covered under someone else's 

copyright - an audio or video clip, a digital photograph, etc. - you must provide us with written permission to 

include it. 

  

• Third Party Software Licenses (if needed):  If you are including third party software with your submission, you 

must provide written permission to distribute it. Note that this is different than including a file generated by a 

particular program - i.e., including a copy of Microsoft Excel is different than including an .xls file generated in 

Excel. You do not need a software license to include an .xls file.  

  

Additional paper documentation, when required, can be mailed to us at: 

Dissertations Acquisitions  

ProQuest  

789 E. Eisenhower Parkway  

P.O. Box 1346  

Ann Arbor, MI 48106-1346 

  

Embedding Fonts  

This guidance assumes you are writing your manuscript in MS Word on a PC.   If you are using a Mac, similar guidance 

can be found in help files.  

 

Create your manuscript using a TrueType font—NOT a scalable font.   See below for a list of recommended TrueType 

fonts and point sizes.   Then:  

1.   On the Tools menu, click Options, and then click the Save tab.  

2.   Select the Embed TrueType fonts check box.  

3.   Save the document.  

 

Alternatively, if you have Acrobat Professional available to you, you can follow the excellent instructions provided by the 

Graduate Thesis Office at Iowa State University:  

1. Open your document in Microsoft Word.  

2. Click on the Adobe PDF tab at top.   Select "Change Conversion Settings."  

3. Click on Advanced Settings.  

4. Click on the Fonts folder on the left side of the new window.   In the lower box on the right, delete any fonts that 

appear in the "Never Embed" box.   Then click "OK."  

5. If prompted to save these new settings, save them as "Embed all fonts."  



 

6. Now the Change Conversion Settings window should show "embed all fonts" in the Conversion Settings drop 

down list and it should be selected.   Click "OK" again.  

7. Click on the Adobe PDF link at the top again.   This time select Convert to Adobe PDF.   Depending on the size of 

your document and the speed of your computer, this process can take 1-15 minutes.  

8. After your document is converted, select the "File" tab at the top of the page.   Then select "Document 

Properties."  

9. Click on the "Fonts" tab.   Carefully check all of your fonts.   They should all show "(Embedded Subset)" after the 

font name.  

10. If you see "(Embedded Subset)" after all fonts, you have succeeded. 

  

Some recommended TrueType fonts and point sizes 
 

Arial 10pt 

Century 11pt 
*Courier New 10pt 

Garamond 12pt 
*Georgia 11pt 

Lucida Bright 10pt 

Microsoft Sans Serif 10pt 

Tahoma 10pt 

*Times New Roman 12pt 
*Trebuchet MS 10pt 

*Verdana 10pt 

 
* Web font.  Designed for easy screen readability.  Since many readers are likely to view and/or use your dissertation or  
thesis onscreen, you may wish to improve the readability of your text by using one of these fonts.   
 

 

About ProQuest/UMI Dissertation Publishing 

ProQuest Dissertation Publishing has been publishing dissertations and theses since 1938. We publish more than 70,000 

new graduate works each year. All of the top-ranked research universities in the United States, as defined by the 

Carnegie Foundation, publish graduate works with ProQuest, as do hundreds of other institutions in the United States and 

around the world. 

 

 
789 E. Eisenhower Parkway • P.O. Box 1346 • Ann Arbor, MI 48106-1346 • USA • 800-521-0600 • 

www.proquest.com 

To Learn More About the ProQuest Dissertation Publishing Program 

Call 1-800-521-0600 ext. 77020 or email disspub@proquest.com; 
or visit www.proquest.com 
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Frequently Asked Questions: 

Thesis Submission for the 

MFA in Creative Writing & Poetics 

 

 

The UW Graduate School and ProQuest maintain their own list of Frequently Asked Questions 

about Electronic Thesis Submission online at: http://www.etdadmin.com/cgi-

bin/main/faq?siteId=412.   

 

The following are questions posed by graduating MFA students. 

 

*** 

 

1. What is my “Master’s Supervisory Committee”? Who is the Committee Chair? 

 

The term Master’s Supervisory Committee is used on the UW Graduate School’s Master’s 

Supervisory Committee Approval Form.  This is the form that your thesis advisor and second 

reader use to certify that they have reviewed your thesis and found it satisfies the requirements of 

master’s-level work. It is also used on the “Dissertation/Thesis Details” page in the ETD 

administrator site. 

 

Your Master’s Supervisory Committee is your thesis advisor (who should be listed as the chair) 

and your second reader (who should be listed as a member).  Dissertation committees (which use 

the same electronic submission system) often have more members, which is why there are many 

more blanks. 

 

You can refer to the Graduate School website for the requirements on submitting this form: 

http://www.grad.washington.edu/students/etd/info.shtml: staff in the IAS Graduate Programs 

will also send you reminders about completing and filing this form.  

 

 

2. What is my “Department” in the Disseration/Thesis Details section? 

 

On the “Dissertation/Thesis Details” page in the ETD submission system, there is a drop-down 

menu requesting your “department.” For these purposes, your department is listed as 

“Interdisciplinary Arts and Sciences—Bothell.”  (The MFA is a degree program within this 

School/Department). 

 

 

3. I don’t see “Creative Writing” as an option in the UMI Subject Category listings.  What 

should I use as my Subject Categories for the “Description of Dissertation/Thesis”section? 

 

The UMI Subject Categories, which also appear on the “Dissertation/Thesis Details” page in the 

ETD, are not ideal. They offer nothing in the way of “literary arts” or “creative writing,” or 

“poetics.” 

  

http://www.etdadmin.com/cgi-bin/main/faq?siteId=412
http://www.etdadmin.com/cgi-bin/main/faq?siteId=412
http://www.grad.washington.edu/students/etd/info.shtml


For your Primary Subject Category, you might opt to select “Literature,” as in an original work 

of literature, or “Fine Arts.” You have up to six options to select your own Keywords as well: 

you can choose “creative writing” and “poetics” there; you can also choose words indicative of 

the form and  thematic content of your thesis.  

 

 If you have any questions about your options in this list, please consult with your advisor.   

 

 

4. What are the formatting requirements for the thesis I submit? 

  

The formatting requirements for the thesis are outlined here: 

http://www.grad.washington.edu/students/etd/req-sections.shtml, and link to a Proquest/UMI 

author’s guide, http://www.grad.washington.edu/students/etd/proquest_dissertation_guide.pdf.  

Requirements include a title page, copyright page, and an abstract.  Guidelines include a 

minimum of 1” margins, recommended fonts, and instructions on how to embed fonts in your 

pdf.  

 

 

5. For my thesis title page, what is the “Name of Degree,” and what is the “Program 

Authorized to Offer Degree”? 

 

The formatting guidelines for ProQuest and the UW Graduate School are specific about how 

they want these entities listed.  For these purposes, the “Name of Degree” is “Master of Fine 

Arts.”  The “Program Authorized to Offer Degree” is “Interdisciplinary Arts and Sciences, 

Bothell.”  You may add a line directly underneath “Interdisciplinary Arts and Sciences, Bothell” 

that reads “Creative Writing & Poetics.” 

 

 

6. Can I use my preferred pen name? 

 

It depends.  Your submission will need to match your name as it appears in MyGrad, at least the 

first and last name (middle initials are optional).  If that’s your preferred pen name, you’re in 

luck.   

http://www.grad.washington.edu/students/etd/req-sections.shtml
http://www.grad.washington.edu/students/etd/proquest_dissertation_guide.pdf
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