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THE IMPORTANCE OF PUBLISHING GRADUATE WORKS 
 

Á Doctoral dissertations and master's theses are primary literature.  They are valuable contributions 
to the discourse in every field of inquiry and to the culture of all creative fields. 

Á UMI-published dissertations and theses become part of the single most comprehensive collection 
of graduate-level creative work and research in the world. 

Á The UMI Collection is the safest, most sustainable repository for dissertations and theses, 
archiving this component of the primary literature in perpetuity. 

 
For these reasons, and others important to the mission of your institution, publishing your dissertation or 
thesis with ProQuest Information and Learning's UMI® Dissertation Publishing is a graduation requirement in 
your program. 
 
It is also in your best interests to publish your dissertation or thesis with ProQuest/UMI.  You have many 
options for widely disseminating your published work, or restricting dissemination if that is in your best 
interests. 
 
Á Publishing your dissertation or thesis provides you with a legitimate citation for your curriculum 

vitae and for other scholars who refer to your work.  Otherwise, scholarly convention requires that 
your work be listed as an "unpublished manuscript."   

Á Reference to your published dissertation or thesis appears in the world's most widely used 
sourceworks for graduate-level research, increasing the impact of your contribution to your field. 

Á You may also choose to make your work available to society, through open access publishing, 
ensuring that it is discoverable through major search engines, and through reliable third party 
retailers. 

 

 

This document contains instructions on how to submit your manuscript and information about the 
dissemination options available to you, copyright issues, your rights as an author and our rights and 
obligations as your publisher, and a Publishing Agreement, which you must sign and provide to us along with 
your manuscript.  PLEASE READ THIS INFORMATION so that your choices accurately reflect how you want 
ProQuest/UMI to manage your published work. 
 
 

i 

If you have questions that are not covered in this document, contact our Author Relations staff at 
disspub@il.proquest.com or call 1-800-521-0600, ext. 7020.

mailto:disspub@il.proquest.com


 
The Submission Process 
 
STEP 1:  Know your institution's submission procedures 

Your institution's graduate school or its equivalent determines how your dissertation or thesis will actually be 

delivered to ProQuest/UMI.  If your graduate school uses our ETD Administrator, you will be uploading your manuscript 

online and providing us with all necessary submission information via the web.  If not, you will be filling out the paperwork 

in this document and providing it to us through your graduate school or library or other designated campus office.   

STEP 2:  Secure any necessary co-authorship and/or copyright permissions 

http://www.proquest.com/products_umi/dissertations/copyright/


 
Please use full and official names when completing the information about your university, school or college and 

department or program; e.g., The University of California at Berkeley, Graduate Division, Department of Integrative 

Biology.  Please also use the correct a



 
 

SUBMISSION CHECKLIST 
 
Æ  Is your full name on the title page of the 
work, the abstract, and the submission form?  Are 
all three identical?  (If not, we will use the name 
on your title page). 

 Æ  Have you indicated your choice of Open Access 
or Traditional Publishing? 

Æ  Have you included the full names of your 
advisor/committee chair? 

 Æ  Have you indicated your choice regarding third-
party sales? 

Æ  Have you indicated the appropriate subject 
category on the submission form? 

 Æ  Have you indicated any necessary embargo or 
restriction? 

Æ  Have you attached a copy of your abstract 
and title page to the Submission Form?  These 
must be identical to the abstract and title page in 
your manuscript. 

 Æ  Have you attached permission letters for 
materials under another copyright attached?  Do 
they state that the materials may be included in the 
published version of your work? 

Æ  Have you substituted words for formulas, 
symbols, and abbreviations in the title?  Are 
accents included? 

 Æ  If you choose to have us register your copyright, 
have you provided all necessary information on the 
submission form? 

Æ  Did you make sure your fonts are embedded?  Æ  If you want personal copies, did you fill out the 
order form? 

Æ  Have you included an abstract and title page 
in English, if the original is in another language? 

 Æ  Have you enclosed any payments that you will 
make directly to us?  NOTE: please ensure that the 
form of payment you use will not expire in the 6 
months following your submission!   

Æ  Are all pages of your manuscript present and 
appropriately numbered?  (The most common 
problem with submissions is missing pages). 

 Æ  Have you signed the publishing agreement in 
the space provided and ATTACHED PAGES 3 AND 4 
TO BE SUBMITTED WITH YOUR MANUSCRIPT? 

 
PLEASE ALLOW UP TO 16 WEEKS 

FOR THE RELEASE OF YOUR DISSERTATION OR THESIS 
 
As with any scholarly publication, there is substantial lag time between submission of your manuscript and 
release of the published work.  The actual time between submission and release can vary widely, depending 
on your institution's process and workflow, and the time of year.  Most universities hold all submitted 
dissertations and theses until the end of the semester or quarter, then deliver them to us all at once.  This is 
also true for your institution's transmission of ETD's using our online submission system. 
 
Once your manuscript actually arrives at UMI, another 6 to 10 weeks can pass before its release.  While there 
is no peer review process on our end (your committee serves the same purpose prior to submission), our 
editorial, bibliographic, reproduction and archiving processes all require individual attention to each individual 
dissertation and thesis.  We publish more than 60,000 graduate works each year (72,000 in 2006), and most 
of them arrive at UMI between the middle of May and the end of June.  While most submissions are processed 
without complication, approximately 20% on average are problematic.  Handling problem submissions slows 
down the process for an entire cohort. 
 

iv 

You can increase the chances of a speedy publishing process by following all instructions, guidelines, and 
requirements precisely.  Use the Submission Checklist above.  And if you have any questions, call our Author 
Relations Team at 1. 800. 521. 0600  x.7020.   
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Dissertation Submission Form 
Please type or print in block letters. 
 

Personal Information 

Last Name __________________________________________ 

First Name __________________________________________ 

Middle Name or Initial __________________________________________ 

Country (ies) of 
Citizenship 

__________________________________________ 

Current Contact Information 

Street Address __________________________________________ 

City, State, Zip  __________________________________________ 

Country __________________________________________ 

Daytime Phone __________________________________________ 

Evening Phone __________________________________________ 

Email Address __________________________________________ 

 

Future and/or Stable Contact Information 

Effective Date 



Form PQS07DPA 

Copyright Registration Form -- Optional 
 
We can file your application to register your copyright on your behalf.  We supply all application materials, the two 
copies of your dissertation or thesis required for review and deposit in the Library of Congress, pay the filing fee and 
additional fees for corrected filings, and monitor the registration process. 
 
The fee for this service is $65.00, and includes the filing fee set by the U.S. Copyright Office. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 
Include this page IF you want us to register your copyright 

Æ  YES; I want UMI® Dissertation Publishing to handle the application for registration of my claim to copyright, and am 
providing the necessary information as follows: 
 

I hereby request and authorize UMI® to submit an application for registration of my copyright in the Work in my 
name.  I will receive the registration confirmation form directly from the U.S. Office of Copyright. 

(Indicate one): 
I have NOT Æ previously registered my published dissertation/thesis, or an earlier version of the manuscript 
with the U.S. Office of Copyright. 

I HAVE Æ previously registered my published dissertation/thesis, or an earlier version of the manuscript with 
the U.S. Office of Copyright.  The previous registration was made by  

 

__________________________________________________________________________________in 
 ______ 
Name           year 
 
That registration number is________________________________________________________________ 

    Previous registration number 
 
 

Author's signature_______________________________________________________________ Date_________ 
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ProQuest/UMI GradWorks Guide S2007 

Guide 1:  Preparing Your Manuscript for Submission to ProQuest/UMI 
 

Abstract 
As a section of your dissertation or thesis, your abstract (if you include one; check with your institutions 

requirements) must meet the specifications provided below for your manuscript. 

 

Please supply an additional copy of your abstract in English, if the primary language of your dissertation or 

thesis is NOT English. 

 

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 indices that include citations and abstracts of all dissertations and 

theses published by ProQuest/UMI.  These print indices require word limits of 350 words for doctoral 

dissertations and 150 words for master's theses.  Additionally, our print indices 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. 

 

Manuscript Specifications 
Regardless of how you submit your dissertation or thesis, it will eventually be produced in digital, microform 

and or microfiche, and probably print media.  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. 

 

To prevent the release of digital signatures, do NOT include the signature page in your submitted 

manuscript.   

 

MAKE SURE all your fonts are embedded fonts.  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. 
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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 Native digital manuscripts will appear in color when viewed electronically.  
Microfilm and print reproductions will NOT preserve color; colors will appear in 
shades of gray and may compromise legibility of figures, illustrations, 
photographs, and graphics.  Data and information that is color-coded or based 
on color shading may not be interpretable.  For best results, have color 
photographs reprinted in black and white by a professional lab. 

PAPER MANUSCRIPT 
Preferred Laser printed copy with crisp, dark black characters 
Acceptable High-quality photocopy with crisp, dark black characters 
Paper Size 8 ½ " x 11" 
Paper Type High-quality, 24 lb bright white; high contrast 
Do NOT use erasable paper 
Single-side printing Required 
Margins Left: 1 ½"; Right: 1"; Top: 1"; Bottom: 1".  ALL material, including figures, 

headers/footers, footnotes/endnotes, and full-page images must appear within 
the margins of the manuscript.  Page numbers are the only exception; these 
must appear at least ¾" from the edge of the page, but do not need to appear 
within the margins.  

Fonts Any legible font except script, italic, or ornamental fonts equivalent in scale to 
10pt. Arial or 12pt. Times New Roman.  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, ackn
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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 
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Guide 2:  Subject Categories  
The ProQuest® Dissertations and Theses (PQDT) database and the ProQuest/UMI citation indices are arranged by subject 
categories.  Please select the one category below that best describes the overall subject of your dissertation or thesis.  You 
may add one or two additional categories on your submission form that will also be associated with your work as secondary 
subjects. 
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Guide 3:  Open Access versus Traditional Publishing 
 
 

What is Open Access? 

The now-common usage of the term "open access" means freely available for viewing or downloading 

by anyone with access to the internet.  Sometimes a distinction is made for "limited open access" meaning 

that material is available free of charge to a limited group of authorized users.  Our usage of "open access" 

means the former; that is, dissertations and theses published for Open Access with ProQuest/UMI will be 

available at no charge for viewing or downloading by anyone with access to the internet, indefinitely.   

What is Traditional Publishing? 

Traditional publishing at UMI® corresponds with the model that generated the publishing industry as 

soon as mass-reproduction of printed material was possible.  That is, the owner of intellectual property and 

author of the work contracts with the publisher to reproduce, distribute, and sell copies of the work.  The 
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Á Check into any restrictions imposed by a funding source.  If your work was funded by industry or a 

corporate interest, as part of their research and development efforts, there may be some restrictions on 

the dissemination of all or part of your published dissertation or thesis. 

Á If you have a patent pending, or there is patentable work in your dissertation or thesis, you should 

already be working with your institution's technology transfer office or higher-level research office.  If this 

is the case, see Guide 4: Embargoes and Restrictions and take appropriate steps to ensure that any 

patentable rights are protected. 

Á Next, check in with your advisor, committee chair, and any trusted mentors in your field.  Your disciplinary 

community may share strong sentiments either for or against open access publishing.  In some 

disciplines, open access is seen as a threat to the peer-review system because of the financial stress it 

causes for non-profit scholarly societies who publish journals.  Other fields share a common and strong 

ethic for open access, particularly if its contributions are important to individual and societal decision-

making.  While you may not wish to have your decision governed by the norms of your discipline, you 

should at least be aware of any strong culture for or against open access in your field.  Your mentor 

should also be able to advise you on whether or not your work is commercially viable in and of itself.  If, 

for example, it is likely that your dissertation or thesis would sell well, you may not want to forgo earned 

royalties.  Finally, your mentor should be able to help you decide if there is content in your work that 

should remain within academic circles, at least for a while.  In such cases, you could still choose to publish 

for open access, but delay the release of your work for a fixed time (see Embargoes and Restrictions

http://www.proquest.com/products_umi/dissertations/
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Guide 4:  Embargoes & Restrictions 
 

Consideration Recommended Action 
 Choose 

Traditional 
Publishing 

Place an 
embargo of 6-
months, 1 year, 
or 2 years 

Do NOT choose 
third-party 
distribution 

Restrict from 
Google/search 
engines and 
harvesters 

See your 
institution's 
technology 
transfer or 
research 
officer.  Consult 
with your 
advisor and 
graduate dean. 

Likely submission 
to a peer-reviewed 
journal 

P P P   

Interested/potential 
interest by an 
academic or 
commercial press 

P P P   

Ethical need to 
prevent disclosure 

P P P P  
Patentable rights in 
the work/ other 
commercial 
potential 

P P P P P 

University Policies 

Many universities enforce explicit policies regarding the delayed release (embargo) and/or restriction 

of dissemination of dissertations and thesis.  These policies may also apply to the delay or restricted shelving 

of a copy of your work in the university library.  Such policies serve the scholarly convention of sharing one's 

research with others.  Simply put, you are not contributing to your field or to general knowledge if others 

cannot examine the results of your scholarly work.   

When you instruct us to embargo or restrict dissemination of your dissertation or thesis, we assume that you 

are complying with the policies of your institution. 

University policies generally require that you petition for permission to embargo or restrict the dissemination 

of your dissertation or thesis.  You will need to substantiate the reason for your request, and receive approval 

from the required persons and/or authorities.  Considerations that are likely to be deemed reasonable for 

granting permission to embargo and/or restrict dissemination include: 

Á Patentable rights in the work or other issues in which disclosure may be detrimental to the rights or 

interests of the author. 

Á The ethical need to prevent disclosure of sensitive or classified information about persons, institutions, 

technologies, etc. 

Á 
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X 

consortia and institutional repositories as well as from our subscription database, more presses may look 

more carefully at the question of marketability.   

As with exercising caution around open access, you should seek the advice of well-established mentors in 

your field if you feel that your fu
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Guide 5:  Copyright and Your Dissertation or Thesis 

"Copyright is one of the most confounding and misunderstood laws affecting colleges and universities." 

Kenneth D. Crews, Indiana University, wrote these words in 1992 in the preface to his book on copyright law 

http://www.proquest.com/products_umi/dissertations/copyright/
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Á Reproduced publications. Examples include copies of standard survey instruments or questionnaires and 

journal articles. This applies even if you are the author of the original work, as the original publisher may 

have acquired copyright. 

Á Unpublished materials. Extensive reference to unpublished works raises a variety of issues about 

copyright and about privacy and access to collections.  

Á Poetry and Music Lyrics. 
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Guide 6:  Sample Permission Letter for Use of Previously Copyrighted 
Material

http://www.proquest.com/products_umi/dissertations/copyright/
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	Instructions for permission letters:

