
Deadlines-Master's Thesis/Project 
The thesis/project, approved, signed, and accompanied by the Binding Instructions form, is due 
in the University Graduate Studies Office by 4:30 p.m. on the date listed in the University 
Catalog: Academic Calendar under "LAST DAY TO SUBMIT APPROVED MASTER'S 
THESIS/PROJECT" 

Individual departments may have additional deadlines. Students should make themselves aware 
of their obligations. 

Be advised that the Library and the Graduate Studies office become extremely busy at the end of 
each quarter due to the volume of students requiring master's thesis/project review .  

Plan to have your final draft ready by the last week of classes so you have enough time to get 
it reviewed and pay your binding fees at the Cashier's Office.  

Quarter of Graduation Graduation Application Due 
in Registrar's Office 

Last Day to Submit 
Thesis/Project to Graduate 

Studies Office 
Fall 2008 October 19 , 2008 December 16, 2008 

Winter 2009 February 15, 2009 March 24, 2009 

Spring 2009 TBD  June 10, 2009 

Summer 2008 August 15, 2008 September 9, 2008 
 
 

Obtain Signatures 
Committee members will sign off on the thesis/project at the conclusion of the defense. Have all 
committee members sign the Signature Page. Fill in the "Date Submitted" with the quarter and 
year. 

All signature pages for each copy submitted must have signatures. 

One of the library copies must have the original signatures. The others may use photocopies. 
 

KWU
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All information in this document is current as of 09/09/2008

Here is the source link:
http://www.csupomona.edu/~research/graduatestudies/masters/



Formatting - Master's Thesis/Project 
Master's theses and projects are University records. As such, they must conform to a 
standardized "look and feel" in order to achieve consistency. 

The University Library keeps two permanent copies of your thesis/project as a matter of record. 
One copy circulates and the other copy is stored in the University Archives. 

A Library thesis reviewer must sign off on the format (not content) of your thesis/project before 
you may graduate.  

You must make an appointment for Library format review prior to turning your work into the 
Graduate Studies Office. It is recommended that you schedule a preliminary Library format 
review appointment approximately 30 days before the final submission deadline to correct any 
format problems.  

The library reviewer will not sign off on your binding instructions form until you have all 
signatures on your signature page and you have sucessfully followed the format rules and 
sequence.  

Formatting Rules 

• Paper - Paper used for the two library copies (original and copy) will be white, at least 
25% cotton, 20 pound, 8.5" x 11". Paper for other copies may be of lower quality. Paper 
with lines or punched holes or fan-fold continuous form computer paper is not acceptable 
for the University Library copies. Suitable paper is available at the university bookstore 
and most office supply stores. 

•  
• Typing/Printing - Theses/Projects should be typed double-spaced on one side of the 

page. Font size should range from 10 points through 12 points. 

Erasures and corrections are not acceptable and standard typefaces such as Arial, Courier 
and Times New Roman are required. When in doubt regarding type font, format, 
illustrations or non-printed materials, consult the Library Reviewer before the final copy 
is prepared. 

When making final printout, the printer must be of letter quality with standard typefaces 
and must print on single sheet approved stationery.  

• Margins - Leave at least 1.5" margin at left for binding. Double check with a ruler before 
submitting. Margins on the top, right and bottom will be at least 1". All material to be 
included in the bound copies (including appendices) must fit within the margins. Margins 
are measured from the edge of the text to the edge of the sheet. 

•  



• Pagination - Beginning with the first page of the main body of the text (which is counted 
but not numbered), pages are numbered consecutively with Arabic numerals (2, 3, 4, 
etc.). All pages preceding the first page of the body are counted and numbered with lower 
case Roman numerals (ii, iii, iv, etc.). The title page is counted but not numbered. 

•  
• Oversize pages - Individual departmental policy will govern the handling of over-sized 

pages. Confer with the University Graduate Studies Office to make sure all binding 
requirements are satisfied. 

•  
• Photographs - Complete sets of photographs must be submitted for each copy of the 

thesis/project if required by those who receive copies. Large photographs must fit within 
the specified margins. Smaller photographs should allow space for captions. 

Scanned or digital photographs may also be inserted into the text and printed out. Due to 
image permanence questions, those students with theses/projects making important use of 
photographs are encouraged to also consider submitting an electronic copy.  

• Illustrations, non-photograph - All illustrations, graphs, tables, drawings, and charts 
must fit within the specified margins. 

•  
• CD-ROM/DVD - If a CD-ROM or DVD is included, it must be listed under Special 

Requirements on the Binding Instructions form and one disk for every bound copy 
MUST be provided. An extra binding fee is charged for accompanying materials.  



Sequence of Parts 

1. Cover sheet  

The cover sheet should be blank .  

2. Title page [no page number used]  

The sample title page (PDF) shows the recommended form and spacing. Alter your font 
choices to conform to the spacing shown on the sample page. 

3. Signature page [page ii]  

The sample signature page shows the recommended form and spacing. Alter your font 
choices to conform to the spacing shown on the sample page. The name of each member 
of the committee is included with department or discipline identification, and the 
chairman is always listed first, as shown in the sample. Make sure that the form of your 
name is consistent with what appears on the title page. In the Date area, indicate the 
quarter and year submitted. Also, be sure your signature page is on the correct paper.  

4. Acknowledgements (optional) [page iii]  

An acknowledgment page for special help given is optional and should be decided upon 
between the candidate and the major professor. 

5. Abstract [page iii, iv, etc.]  

An abstract is required and should be 250 words or less. 

6. Table of Contents (may include appendices, tables and illustrations if applicable) 
[page iv, v, etc.]  

Must include a Table of Contents. Check for correct page numbers before final printing.  

7. Text  

The student's thesis/project adviser will specify which style manual is to be followed. It 
will be the responsibility of the student's thesis/project committee to see that proper 
bibliographic forms are followed. Style manuals are available at the university bookstore 
and in the University Library. When the thesis/project is presented to the Library format 
reviewer for approval, you must identify the style manual used. 

8. Bibliography or List of References  

COMPLETE CITATIONS ARE REQUIRED. Use a style manual to construct your 
bibliography or list of references. Check with your Advisor or Department for the 



recommended style manual for your subject area. Take special care to note the full 
citation information when referencing electronic or web resources, and do so according to 
your style manual guidelines.  

9. Appendices (if any) 

Provide numbering for all pages in your appendices and list the appendices in the Table 
of Contents. 

 



Final Checklist - Master's Thesis/Project 
REVIEW THE CHECKLIST BEFORE SUBMITTING YOUR THESIS OR PROJECT  

Final Checklist  

Make sure you do the following: 

1. ____ Read through the entire Master’s Thesis/Project guidelines website 
  http://www.csupomona.edu/~library/html/masters/ 

2.____ Assemble all parts of your thesis/project according to the formatting instructions 
provided and number them as shown. Use lower case Roman numerals for the preliminary pages 
and Arabic numerals for the body of thesis/project as described in the regulations. 

3.____ Use a style manual to construct your bibliography or list of references. Check with your 
Advisor or Department for the recommended style manual for your subject area. Take special 
care to note the full citation information when referencing electronic or web resources, and do it 
according to your style manual guidelines. COMPLETE CITATIONS ARE REQUIRED. 

4.____ Double-check your left margin. It must be 1.5” on all pages, including pages of tables, 
appendices, handouts or illustrations.  

5.____ Do the page numbers in your Table of Contents match the page numbers in your text?  
Last minute changes can alter your page numbering sequence. 

6.____ (OPTIONAL) If necessary, schedule a preliminary Library format check 30 days before 
the submission deadline. Call the Library Reference Services Office at 909-869-3076 to 
schedule a format review at the Library.  

7.____ For final print outs use paper that is at least 25% cotton and 20 pound for the two Library 
copies of your thesis/project. Other bound copies may be printed on regular paper. Prepare your 
Signature Page on this paper before getting your committee members’ signatures. 

8.____If there are any accompanying CD/DVDs, ensure that there is a CD/DVD for every copy 
of the thesis/project.  

9.____ Have all Committee members sign the Signature Page. Fill in the “Date Submitted” with 
the quarter and year. Committee members will sign off on the thesis/project at the conclusion of 
the defense. The thesis/project will generally be in its final format the time of the defense, 
although changes may be made after that time if required by the examining committee. The 
original copy of the signature page must be signed for retention in the University Archives. 
Committee signatures are required on the original BEFORE final submission to the 
Library reviewer. All signature pages for each copy submitted must have signatures (these may 
be copies of original signature page). 



10.____ Fill out the binding instructions form . If your main title is longer than 45 spaces, a 
shorter title must be used on the spine. It must be less than 45 spaces long and be provided in the 
Brief Title space on the form.  

11.____ Call the Library Reference Services Office at 909-869-3076 to schedule a final 
format review at the Library.   

12.____ Take the completed binding instructions form with you to the Library format review. A 
Library Reviewer will verify and sign off that you have followed the formattting instructions 
only after all advisors have signed your Signature Page. If necessary, the reviewer will provide 
assistance in completing the binding form at the time of submission.  

13.____Fill out the Report of Culminating Experience (RCE) form. This form is to be filed by all 
graduate students who are applying to graduate and will be kept by the Evaluations office as part 
of the student's permanent file. Submit RCE Form to Graduate Studies Office before the last day 
to clear deficiencies for graduation.  

14.____ Schedule an appointment with the University Graduate Studies Office at 909-869-
3331 to turn in your Master’s thesis/project. 

15.____ Submit all copies of your Master’s thesis/project in 8.5” by 11” boxes using colored 
paper/dividers between copies and using post-it notes to indicate the two Library copies. Copies 
of your Master's thesis/project are shipped off-campus to bindery and so it is important to secure 
in a box. Therefore, students are responsible for damaged copies not shipped in boxes.  

16.____ Graduate Studies initial review. Obtain binding payment voucher during this 
appointment.  

17.____ Pay binding fees at Cashier's Office. 

18.____ Return to Graduate Studies office to finalize your submission by returning the fee 
payment receipt. 

19.____ If you want to register copyright, information is available from the U.S. Copyright 
Office 

20.____ Wait 6 to 8 weeks for bound copies to be returned to your department.  

 

 



Graduate Office Review - Master's 
Thesis/Project 
Each quarter, graduate students will turn in their projects or theses to the Graduate Studies Office 
before they graduate. In no case will a degree be awarded or diploma issued unless all copies of 
the complete, approved thesis or project have been submitted by the specified deadline to the 
Graduate Studies Office (this does not apply to projects for Architecture, Landscape 
Architecture, and Engineering). 

Checking a thesis or project 

The Graduate Studies Office performs a final review of your work after the Library has 
completed format review. The Graduate Studies Office will check for:  

• Library format reviewer signature on binding instructions form 
• Spine title is less than or equal to 45 spaces 
• Indication of where copies will be sent (student copies should be labelled as 

"student/personal copy" and are sent to the department) 
• Title and signature page on each copy. Each copy should state and match with each other 

in regards to the paper being a thesis or project. 
• At least one copy should have original signatures. 
• Two copies should be on 25% cotton, 20 pound paper 
• Each copy should be separated by a colorful sheet of paper or divider 
• The project or thesis should be in a tightly fitted box 

At this point: 

• Graduate Studies will fill out Thesis/Project Binding Order Form, according to the prices 
listed 

• Student is to take the Thesis/Project Binding Order Form to the cashier's office to pay for 
the binding fees 

• Student should come back to the Graduate Studies Office with the receipt from the 
cashier's office 

o The pink copy of the Thesis/Project Binding Order Form is given to the student 
along with a copy of the binding instructions form as a record of submission 

The Graduate Studies Office is responsible for sending the students' projects and theses to the 
bindery. Approximately for to six weeks later, the bindery will send back the bound copies. The 
Graduate Studies Office then sends out the bound projects/theses to the Library and the 
departments. Student copies are delivered to the students' department. 

 



Sample Title Page 
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*THESIS:                              STUDIES OF THE NERVOUS SYSTEM OF THE         
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AUTHOR:                            William Robert Smith                                               
 
DATE SUBMITTED:           Summer 2006  
 
                                            Department of Biological Sciences†                                      
   
 
 
Dr. Donald Q. Dunnit            ________________________________________________ 
Thesis Committee Chair 
Biological Sciences 
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Biological Sciences 
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Biological Sciences 
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Biological Sciences 
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California State Polytechnic University, Pomona 
Registrar’s Office 
 
REQUEST FOR A GRADUATION CHECK  

 
The Graduation Check is intended to summarize the requirements remaining for the completion of a degree.  Students apply for a 
graduation check only once.  If you have applied before, it is not necessary to re-apply.  A graduation check will be completed within 
90 days of submission in the Registrar’s Office.  Results are emailed to student’s Cal Poly Pomona email account. 
 
Once the graduation check has been completed by the Registrar’s Office, students may use the results as a checklist for completing the 
remaining degree requirements.  Students requiring assistance with course selection are encouraged to consult with their faculty 
advisor.  Students are strongly advised to keep copies of all petitions, memos and contracts.  Student must file an Application to 
Graduate before a degree is conferred.     
 
CLEARLY PRINT INFORMATION 
 
Last Name ______________________________ First Name _____________________ Middle Name _______________  
 
Bronco Number __________________ Home Phone _____________________ Cell Phone ______________________ 
 
Address ______________________________________ City ____________________ State _____ Zip _____________ 
 
Campus Email Address __________________ @csupomona.edu   Alternate Email Address _______________________ 
 
Student’s Signature ___________________________________________________ Date ______________ 
________________________________________________________________________________ 

CHECK THE DEGREE FOR WHICH YOU ARE REQUESTING A 
 GRADUATION CHECK AND COMPLETE THE REQUESTED INFORMATION 

□ BACHELORS DEGREE      Anticipated Graduation Date: Quarter _______________ Year ________ 
STUDENTS ARE ELIGIBLE FOR A GRADUATION CHECK WHEN THEY ARE WITHIN 10 COURSES  
OR 40 UNITS (EXCLUDING IN-PROGRESS UNITS) OF COMPLETING DEGREE REQUIREMENTS 

 
* Major _______________________________ Option/Emphasis/Specialization ________________________ 
  If your major requires an advisor approved course list, contract, or directed/career/technical elective list, to ensure the accuracy of your graduation 
check, submit the appropriate form with this request. 
 □ * If you have changed your major since the quarter you were admitted, please check this box.  
 
Minor (if appropriate) _____________________________________________________  
  Contract must be filed in the Registrar’s Office and requirements must be completed in the same quarter you graduate. 
 

REQUEST FOR CURRICULUM YEAR CHANGE FOR UNDEGRADUATE STUDENTS ONLY 
For the purpose of meeting graduation requirements, undergraduate students remaining in continuous attendance may elect to meet the requirements in 
effect at the point of admission or when all graduation requirements will be satisfied.  Students who have changed their major will automatically be 
placed under the curriculum year that is in effect when the change of major took place.  Please check box to change your curriculum to term of 
graduation.  NOTE:  Curriculum change is void if student fails to graduate during the requested term of graduation.  When graduation is deferred, 
students return to their previous curriculum year (degree requirements). 
□ Academic Year at time of Graduation** 
 
** For Engineering Majors Only: Associate Dean’s Approval Required  ____________________________Date _________________ 

All requirements under requested curriculum year must be satisfied.  For further information, refer to Cal Poly Catalog / Election of Regulations 

 

□ MASTER’S DEGREE           Anticipated Graduation Date: Quarter ______________  Year _________ 
 
Master’s Degree in (please indicate field) ______________________________________________________ 
Graduate contracts must be approved by the Graduate Studies Office and filed with the Registrar’s Office before completing this request. 
 
 
Graduate Coordinator/Director Signature __________________________________ Date ______________ 
 
FOR REGISTRAR’S OFFICE USE ONLY:  RECEIVED BY_____________________________________  DATE_________________ 

F-2447-15 Rev: 04/07 
 List of Majors requiring approved documents, please see reverse side, page two 

mailto:__________________@csupomona.edu
KWU
Sticky Note
Source of all required forms:
http://www.csupomona.edu/~research/graduatestudies/grad_forms.htm

Registrar's Office Forms:
http://www.dsa.csupomona.edu/registrar/Forms.asp



KWU
Sticky Note
If you are graduating in Spring 2009, it would be a good idea to submit the graduation check no later than Winter 2009.



 
 

MAJORS REQUIRING APPROVED LISTS 
 
The number of electives may very according to the curriculum year.  Please refer to your own 
evaluation. 
 

  MAJOR          DOCUMENT NEEDED    
 

Accounting      Career-Track (99-00 and prior) 

Animal Science – Equine    Approved Cluster Courses (95-96 and prior) 

Animal Science – Animal Industries/Business Mgmt. Restricted Electives (04-05 and prior) 

Art (All options)      Approved Electives 

Biotechnology      State “Primary” Cluster; Advisor approval not required 

Chemistry – Industrial and Chemical Sciences options Restricted Electives 

Communication – Communication Studies Contract (99-00 and prior) required or State Track (00-01 and 
later); Advisor approval not required;  

 

Computer Information System Career Track (90-91 and later) 

Construction Engineering Technology   Contract 

E-Business      Sub-Area Courses – Core 

Earth Sciences      Approved electives in core and support (97-98 and prior) 

Economics      State Track; Advisor approval not required 

Engineering Technology (All options)   Contract 

English – English Education    State Track; Advisor approval not required 

Environmental Biology     State Primary Clusters; Advisor approval not required 

Finance Real Estate and Law    State Career Track; Advisor approval not required 

Foods & Nutrition State Career Track (96-97 and prior) Core/Support; Advisor 
approval 

 
Gender, Ethnicity & Multicultural Studies; (All options); State Concentration; Advisor approval not required;  
    and for GEMS option only    include Support Select Electives 
 
Graphic Design      Approved and Fine Art Electives 

Hotel and Restaurant Management   State Emphasis (00-01 to 04-05); Advisor approval not required 

International Business Functional Specialization and Regional Emphasis (04-05 and 
prior) Functional Specialization (05-06 and later) 

 
Kinesiology      State Track; Advisor approval not required 

Landscape Irrigation Science    Directed Electives (99-00 and prior) 

Liberal Studies (excluding BA Credential option)  Concentration 

Management & Human Resources   Career Goal Electives 

Marketing Management     Career Track 

Mathematics – Statistics     Core Select Electives 

Mechanical Engineering     Technical Electives 

Technology & Operations Management   Directed Electives 

MASTER STUDENTS ONLY Attach Graduate Contract or file with the Registrar’s Office 
before submitting request   

F-2447-15  Rev. 04/07 



Applying for Graduation 
 
Students must submit a graduation application through Bronco Direct by the appropriate deadline.  Please see 
timetable below for specific dates.  The application is valid only for the quarter in which it is submitted.  Students 
failing to submit their application by the appropriate deadline may be required to graduate in a future quarter.   
 
Beginning with the summer 2008 graduation term, students will be able to apply for graduation in 
BroncoDirect.   For instructions on how to apply for graduation online, click here. 
(https://dsa.csupomona.edu/registrar/files/BroncoDirect_Guide_4352.pdf) 
 
Students may not apply for Graduation unless they have previously submitted a Graduation Check Request Form. 
 
The Application for Graduation fee of $40.00 must be paid at the Cashier's Office after submitting your Graduation 
Application online. 
 

KWU
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CALIFORNIA STATE POLYTECHNIC UNIVERSITY, POMONA 
 

BINDING INSTRUCTIONS 
 

(Submit with the original copy of the thesis or project to the University Graduate Studies Office) 
 

Circle one:             THESIS PROJECT 
 
 
Candidate's full name   Bronco #  
                                           Last Name                              First Name   
 
Quarter/Year submitted    Phone: Home   

                                                                                                               Work   
 
Address   
 
Brief title (to be printed on the spine of the bound thesis, 45 spaces maximum) 
 
   
 
Special requirements concerning pockets, folded sheets, etc. 
 
   
 
   
 
 

Total Number to be 
Bound 

  
   

COPIES 
 
Indicate where copies are to be sent when returned from bindery. For department copies, please  
indicate department and name of professor. For student copies, please indicate “student copy”.  
NOTE: Student copies, once returned from bindery, are delivered to student’s department.  Binding 
takes approximately 6-8 weeks. 

 
1. LIBRARY  6.   
 
2. LIBRARY  7.   
 
3.    8.   
 
4.    9.   
 
5.    10.   
 
 
Checked and approved: 
 

     
 Library Reviewer   Date 

KWU
Sticky Note
This must be present for the librarian to sign off your final copy of your thesis/project. However, you do not need to print your final copy on cotton paper until the librarian approves your final draft.



Cal Poly Pomona 
Graduate Studies Office  

Report of Culminating Experience 
 
This report certifies that the student has successfully completed all components of the Culminating Experience for the 
designated degree as specified in the Catalog and will be kept by the Evaluations office as part of the student’s 
permanent file. All other graduation requirements, (e.g., courses listed on Master’s contract, satisfaction of GWT 
requirement) must also be completed and reported to Evaluations by the appropriate means.  
 
Date: _________________________                                  Bronco Number: ____________________________________ 

Name: _______________________________________________ Home Phone Number: _________________________ 

Cal Poly Pomona Email: _____________________________________________________________________________ 

Secondary Email: __________________________________________________________________________________ 

Address: _________________________________________________________________________________________ 
               Number & Street                                                           City           State             Zip 

Department: ______________________________________________  

Degree (e.g. MA, MS, MBA): ________________________________     Option: ________________________________ 

 
 
 
 
 
 
 
 
This
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====

Proje
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Note
 
 
Grad
 
 

For Departmental Use Only 
_________________________________________________________________________________________________

_________________________________________________________________________________________________ 

__________________________________________________________ Date: ___________________________ 
 student has successfully completed the following components of the Culminating Experience – 
ck all that apply):  
 Defense...................... � 
ect................................ � 
is ................................ � 
prehensive Exam ....... � 

uate Coordinator: ____________________________________________                  Date: ___________________ 

rtment Chair:  _______________________________________________                  Date: ___________________ 

original of this Report must be forwarded to the Graduate Studies Office after all signatures have been 
ined 
======================================================================================== 

FOR GRADUATE OFFICE USE ONLY 
ct submitted for binding:  � 
is submitted for binding:   � 

: Engineering, Landscape Architecture & Architecture do not submit projects for binding. 

uate Studies Analyst: _________________________________________                 Date: ____________________ 
 
 Rev. 12/05 

KWU
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Have this form ready when you submit your thesis/project with the graduate studies department.
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