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INTRODUCTION

A unique feature of the Master of Science in Computer Systems and Software Design program is the Studio component.  This is an intense, applied, project-oriented activity that lasts for two semesters, and allows the student the opportunity to apply most, if not all, of the knowledge acquired from the course component.  The Studio component is usually the final step in completing the program.  During this component, the student, with guidance from a faculty committee, either researches a computer science topic in depth to advance the field or develops a systems solution to an existing, real-world problem.  This activity culminates in an expository paper, similar to a thesis, that reviews and summarizes the work accomplished. Students are urged to begin discussions with faculty as early as possible to identify a topic or verify the appropriateness of a chosen topic.

This Guide is designed to aid the graduate student during the preparation of an acceptable final manuscript, and to serve as a procedural handbook for the required steps leading to approval of the manuscript by the department.  For convenience in this Guide, the final manuscript shall be referred to as the Exposition.

This Guide contains certain general requirements pertaining to style, organization, format, paper quality, and reproduction of the Exposition.  Documentation for references, footnotes, bibliographies and reference lists should be prepared according to the Publication Manual of the American Psychological Association (APA), available at the second floor reference desk in the library.  In those instances where instructions in the APA style manual and this Guide differ, the latter takes precedence.  Previously bound Expositions should not be used as basic guides for preparing current Expositions because they may reflect obsolete standards and/or unacceptable deviations.  

Questions not satisfactorily answered by this Guide should be directed to the Mathematical, Computing, and Information Sciences (MCIS) Office, Room 119 Ayers Hall, by telephone (256) 782-5269, or e-mail at csgrad@jsu.edu.  The Studio Web site referenced in this document is accessible from the department web page at http://www.jsu.edu/mcis/studentlinks.html. 

STANDARDS FOR THE EXPOSITION MANUSCRIPT

The Exposition must reflect original research and/or creative activity.  This scholarly document will demonstrate the student's ability to:

1.
Select a topic that can be studied in terms of time, equipment, needs, and information available.

2.
Receive approval of a topic by the student's Studio Committee.

3.
Prepare a working plan to complete the project.

4.
Search and review adequately the literature for relevant studies and material on the topic of choice.

5.
Either 

Obtain, organize and analyze data and information that are available, using logical and/or statistical analyses appropriate for the project and integrate in a meaningful way these findings into the greater body of existing knowledge and state its significance.  This can be either basic or applied research.

Or


Analyze and design a systems solution to an existing real-world problem, write a specification, design, and testing plan, and implement, test, and present this solution.

6.
Present an Exposition in a form acceptable to the Studio Committee and the MCIS department head.

STUDIO PROPOSAL

The Studio Project is normally developed during the last two regular semesters of the student’s Masters program.  The student will register for CS 595 Studio Component I during the first semester and CS 596 Studio Component II during the second semester.  The student must have completed at least twelve hours including CS 501 (Database Management Systems) and CS 521-523 (Applied Software Engineering I-II) prior to starting CS 595.

During the semester prior to the first Studio semester, the student will work with a faculty advisor from the Computer Science graduate faculty to draft a proposal.  A Studio Proposal Guide, Studio Proposal template and sample proposals are available on the Web. Individual faculty may require an alternate format. 
The proposal will describe the project and contain a list of project deliverables, that includes in which Studio semester each will be produced.  When the faculty advisor and the student agree on the proposal, the student will submit the proposal and the Studio Initiation Form to the department head.  This should be done by November 1 for a spring semester Studio I and by March 1 for a fall semester Studio I.  This form is available on the Web or in the MCIS department office. 

The department head will appoint a Studio Committee and provide them with copies of the proposal.  The committee will review the proposal and the student will conduct a proposal presentation to the committee.  The committee will approve, conditionally approve, or disapprove the proposal.  If a conditional approval is given, all conditions must be satisfied or corrected prior to the beginning of Studio I.  The chair of the committee will determine if all conditions have been satisfied.

One member of the Studio Committee, normally the student’s advisor, is to be designated by the department head as the major professor for the project and the chair of the student's committee.  It is the responsibility of the chair to convene the Studio Committee to discuss any aspect of the project’s progress or Exposition preparation.  

The Studio Committee shall have a minimum of three JSU graduate faculty, of which at least two must be from the department.  Additional members may be named from outside the department, with the approval of the Dean of the College of Graduate Studies.  

The Studio Committee, when approving the project proposal, may request changes to the list of deliverables for the project.  At a minimum, the following items are required for a Studio:  (1) proposal including list of deliverables, (2) project plan, (3) literature survey, (4) progress report and (5) Studio Exposition. 

The student will fill out a Studio Prospectus Form and bring it to the proposal presentation.  The committee members will signify their approval of the proposal by signing the form and returning it to the department head for final approval.  This form is available on the Web or in the MCIS department office.  After approval, the student will be cleared to register for the Studio I component and the student should begin working on fulfilling the remaining Studio requirements.

STUDIO I

The Studio I semester is the preparation semester. The first deliverable required is a project management plan.  This project plan will include a timetable for the deliverables and presentations during both semesters of the Studio.  The Studio Committee must approve any changes from the list of deliverables detailed in the Studio proposal.  A literature search must be conducted and a report prepared during this semester.

Depending on the type of project proposed, deliverables may vary.  For example, a systems solution to a real-world problem would normally require a Software Requirements Specification, a Software Design Description, and a Test Plan.  A sample format for such documents is available on the Web.  On the other hand, computer science research using an experimental approach requires an experiment proposal that includes a careful statement of the hypotheses being tested, a detailed plan of the experiment design, and the methodology for analysis of the results.  Other models are possible. The Studio committee will determine the exact list of deliverables as part of its approval of the proposal and/or project management plan.

The student will prepare a draft of each deliverable.  Following review and approval by the major professor, the student will submit a copy to the members of the Studio Committee and allow them at least one week for review of the document.  The Studio Committee may recommend further work or revision on the document.  After revising the document, the student will again submit copies to the committee members.  The student will orally present the documents developed during Studio I at the end of that course.  
STUDIO II

The Studio II semester is a continuation of the work begun during the Studio I semester and culminates in the Studio Exposition.  The first deliverable required is a progress report, usually in the form of an updated project management plan.  

During this semester, the student finalizes the work commenced during the Studio I.  This may be to fully implement and test the software system through acceptance testing.  It could be to conduct experiments, implement techniques, and analyze results, perhaps adding extra experiments to follow up on these results in order to substantiate the claims of the proposal.  The Studio Committee serves as a resource for the students during this work. 

When the implementation has been completed, the student will prepare an Exposition that reviews and summarizes the work accomplished.  Following the review and approval by the major professor, the student will submit a copy to the members of the Studio Committee, and allow them at least one week for review of the document.  

The Studio Committee may recommend further work or revision on this Exposition or may indicate that it is ready for the Studio Defense.  Members of the Studio Committee have the responsibility of ensuring the student prepares an Exposition that meets the appropriate standards of scholarship before signed copies are submitted for binding.

Studio Defense

The Studio Defense is scheduled by the committee chair after arrangement of a mutually convenient time for committee members.  Notices are then distributed by the student's committee chair.  This examination must be completed at least ten (10) calendar days prior to graduation.

The Exposition will be reviewed carefully, and the student will be required to defend the work, including objectives, methodology, results, and conclusions.  

The student shall bring to the Studio Defense a copy of the Manuscript Approval Page for each Exposition to be bound.  On the basis of this defense, the committee will either sign the Manuscript Approval Page, thereby approving the document as submitted, or disapprove the document as submitted.  In the event that the committee disapproves the document, the reasons will be communicated to the student for action and to the department head for review.  The committee will indicate further research required and/or revisions needed for approval.  The committee may require another oral examination or it may approve the Exposition after revision without an additional examination.  Approval of the Exposition must be by unanimous vote of the committee members.  

Upon the student's successful completion of the Studio Defense, each committee member will sign all approval pages.  One page is to be attached to each copy of the Exposition that is to be bound.

Final Copies

Once a student successfully passes the Studio Defense, the Exposition must be produced in final form and a copy submitted to the department head for review and approval.  The approval copy must be submitted not later than four days before commencement.  Failure to meet this deadline may result in delay in the student’s graduation until a subsequent semester.

The student has the primary responsibility for writing, editing, and proofreading the Exposition.  The Studio Committee is responsible for evaluating the Exposition and recommending changes.  The department head’s review is to provide a final evaluation of each Exposition as a degree requirement before it is submitted for publication.  This review will concentrate on the student’s understanding of and skill in:

1. use of grammar and mechanics;

2. use of APA style manual, particularly as it pertains to bibliographic form; and

3. conformity to the Studio Guide.  

When editorial changes are so extensive that the quality of the Exposition is compromised, the document will be returned for a more thorough review and edit by the student and the committee. 

When revisions of the document are required, the student will make such revisions and review these with the Studio Committee prior to re-submission to the department head. 

Binding and Disposition

The MCIS department requires one copy of the finished Exposition.  However, this does not take into consideration optional bound copies for the student and/or major professor or committee members.  All copies including illustrations must be identical and free of error.  All bound copies must have individually signed Manuscript Approval Pages.  The student must pay binding fees for all copies to be bound.  Information concerning binding is available in the MCIS department.
The department copy of the Exposition is placed in the MCIS library.  Other bound copies will be returned to the student for distribution.  The student should leave a forwarding address with the MCIS department.

Degree Application

A student anticipating completion of the Exposition, and therefore graduation, should submit a Comprehensive Examination and Degree application during the last semester of enrollment by the date given in the University calendar.  If a student fails to graduate in the semester stated on the Application for Degree, a new Application for Degree form must be completed.  Information regarding graduation deadlines and selected forms that the student must submit is available in the Office of the College of Graduate Studies.  

EXPOSITION MANUSCRIPT INFORMATION

Organization

The Exposition should be written for an audience that includes people who are not part of the Masters program, but are interested in the development or the substance of the project. 

The Exposition is divided into three parts: prefatory material, the body, and reference material.  Unless otherwise noted, all text is double spaced using a readable 12-point font such as Times New Roman.  See the Studio Template available on the Studio Web site for example pages. 

Assembly of Copies

All Expositions must be assembled in the following order:

a.  Manuscript Approval Page

b.  Title Page

c.  Copyright Page (optional)

d.  Abstract

e.  Acknowledgment Page (optional)

f.  Table of Contents

g.  List of Tables

h.  List of Figures

i.  Body of Paper

j.  Endnotes (if appropriate)

k.  Glossary

l.  Bibliography 

m.  Appendices

n.  Vita (optional)

Prefatory Material

Prefatory Materials are numbered in sequence using Roman numerals and all headings for the pages are centered two inches from the top of each page and typed in all capital letters.  

Manuscript Approval Page

The approval page is the first page of the Exposition.  It is not numbered; however, it is understood to be page Roman numeral one.  Insert your name and the title of your manuscript where indicated.
Names of all committee members and the department head must be included.  Committee members' names should be printed as they are given in the Graduate Bulletin, followed by their academic title and department.  There should be no commas at the end of the title lines.  Do not use administrative titles (for example, "Head") for committee members.  Note that the major professor's name goes first, followed by the words "Major Professor."  The department head’s name should be placed in the last position, with administrative title.  

Approval pages for all copies to be bound must be signed in black or dark blue ink.  Signatures must not be duplicated.

Title Page

The title page is not numbered; however, it is understood to be page Roman numeral two.  The title page has three sections: the title of the Exposition, the author's name and the submission statement.  If two or more lines are needed for the title, they should be in inverted pyramid style and double-spaced.  

The author's full name should be used.  The full title and author's name are typed in all capital letters.  Use capital and lower case letters for all other wording on the page.  The submission statement should read exactly as in the template, and the appropriate date of graduation must be used.

Special attention should be given to titling the paper.  Modern retrieval systems use the words in the title to locate the subject of manuscripts.  In order for the subject to be located easily, the title must be a meaningful description of the content.  Avoid oblique reference, and the use of word substitutes, formulas, symbols, superscripts, subscripts, and Greek letters.

Copyright Page (optional)

The use of the copyright notice is the responsibility of the copyright owner and does not require advance permission from, or registration with, the Copyright Office.  The use of a copyright notice is no longer required under U. S. law.  Use of the notice may be important because it informs the public that the work is protected by copyright, identifies the copyright owner, and shows the year of first publication. 

An explicit notice should contain all the following elements:

1.
The symbol © (the letter C in a circle), or the word "Copyright."

2.
The year of first publication of the work. In the case of compilations or derivative works incorporating previously published material, the year date of first publication of the compilation or derivative work is sufficient.  Make sure the year is correct as the template is not updated on a yearly basis. 
3.
The name of the owner of copyright in the work, or an abbreviation by which the name can be recognized, or a generally known alternative designation of the owner.

For example: © 2005 John Doe 

Copyright information is typed just above the bottom margin of the page.  If used, the copyright page is numbered Roman numeral iii.  

Abstract

The abstract is a concise summary that is separate from and independent of the text.  It should be constructed with the purpose of reporting only the essential characteristics of the study.  The abstract should describe the problem, procedure or method, results, and conclusions.  Abstracts of experimental research studies should contain statements of the problem, methods, and results.  In behavioral research the numbers and kinds of subjects should be indicated.  The abstract must be self-explanatory and capable of being published separately.  References should not be included in the abstract.  The abstract is normally a single paragraph.  In no case can it exceed two pages.  This page continues the Roman numeral sequence and is headed ABSTRACT.

Acknowledgments (optional)

Any acknowledgment should be expressed simply and tactfully.  Only the persons and institutions that have rendered non-routine aid should be recognized.  It is appropriate for you to acknowledge the help of your Studio Committee as well as selected others.  If included, this page is numbered in Roman numerals and headed with the word ACKNOWLEDGMENTS centered two inches from the top of the page.  Do not use the sample text on this page without personalizing it. 
Table of Contents

The Table of Contents must accurately reflect the outline and organization of the Exposition.  It continues the Roman numeral page numbering sequence.  The heading, TABLE OF CONTENTS, is centered two inches from the top of the page.  The list of contents begins four spaces below the heading, at the left-hand margin.  Each title is followed by a tab leader of periods leading to each page number at the right-hand margin.  The word "Page" should appear as the heading to the column of page numbers on the right side of the page.  The Table of Contents should start with the Table of Contents and should show all major and at least primary subheadings exactly as they appear in the text.  

Lists of tables, lists of figures, chapter headings, bibliography and appendix are written in all capitals.  Chapter headings are preceded by the Arabic numeral chapter designations followed by the title of the chapter.  If an entry is longer than one line, it should be single-spaced, with double spacing between entries.  Subheadings should be single-spaced, typed in upper and lower case letters and indented two spaces.  You may choose to omit subheading listings from the table of contents, or show one or more levels of subheadings; however, you must be consistent from chapter to chapter.  It is recommended that you use an automated tool to generate the table of contents. 
List of Tables

The List of Tables should immediately follow the Table of Contents and continue the Roman numeral sequence.  The heading, LIST OF TABLES, should be centered, two inches from the top of the page; the listings begin at the left margin four spaces below.  The word "Page" should appear as the heading of the column of page numbers on the right side of the page.  Tables should be numbered consecutively throughout the text in Arabic numerals.  If there are no tables, this page is omitted.
List of Figures

All illustrative materials other than tables are considered figures, including charts, graphs, drawings, photographs, or formulas.  The List of Figures follows the List of Tables and the page should follow the same format.  Figures should be numbered consecutively throughout the text in Arabic numerals.  If there are no figures, this page is omitted.
Body of Paper

The first page of the body of the Exposition is numbered with the Arabic numeral one and all subsequent pages, including the bibliography and appendices, are numbered sequentially with Arabic numerals.  

The Exposition must be arranged in some logical manner.  The main text should be double-spaced with each division beginning on a new page.  Subdivisions within a division do not begin on a new page unless the preceding page is filled.  

The Studio Exposition is a self-contained, complete document that may have a number of supporting documents not incorporated into the bound copy.  For example, the Exposition may contain code samples to illustrate how the student has solved a particular problem but would not necessarily contain all the code developed for the project.  The full code would be contained in a supplemental document, referenced by the Exposition.

At present, students have developed Studios that fall into one of two major categories, either they research a computer science topic in depth to advance the field or they develop a systems solution to an existing, real-world problem.  The suggestions contained here are based on lessons learned from student work in these two areas but are not intended to be prescriptive.  Worthwhile projects not fitting the patterns here are encouraged.  The Exposition will emphasize the answer to “What have you learned?” even though these terms are never explicitly used.  

The Exposition must have an Introduction.  The Introduction describes the problem that is being addressed or the hypothesis being tested, its importance, an overview of the experimental methods to be used, and how the results will address the problem.  If the project is an extension of work already done in other Studio projects, this section will contain a summary of that work and the Bibliography section of the Exposition will list the Studio Expositions and any resulting articles of those projects.

Software Systems Solution

The student normally writes at least four documents during the Studio development process.  They are the literature review/background material, the Software Requirements Specification (SRS), the Software Design Description (SDD), and a Quality Control/Verification and Validation document that includes a test plan (STP). 

One possible organization for such an Exposition is as follows:

1. INTRODUCTION

2. LITERATURE REVIEW

3. SPECIFICATION

4. USER INTERFACE

5. DESIGN

6. QUALITY ASSURANCE

7. RESULTS

While the documents listed above may be highly graphical, the Exposition is more text oriented with visuals included only when they enhance the text. 

The Literature Review summarizes the literature search to provide a background for the problem. This should be extracted from the Studio I document. 

The Specification is extracted from the SRS. It should start by explaining the purpose of an SRS, the audiences to which an SRS is addressed, and how the SRS addresses the needs of those audiences.  If the environment in which the system will work was not covered in the Introduction, it is covered here.  If the SRS is use-case driven, the concept of a use case is presented and an example given in full.  Then the Exposition summarizes the functionalities of the system.  Functions not included are mentioned, if appropriate.  The non-functional requirements are also summarized.

The User Interface starts with a description of the intended user or user groups.  It describes the characteristics of each group in terms of experience and expertise.  All users must be included, even if not emphasized in the project.  For example, a database administrator might be assumed in the project but would be detailed here. 
Give the characteristics of the interface developed for each type of user, that is, describe the screen formats, page/window layouts, and the contents of reports and menus.  Describe the appearance of the system to the user, the detail of the error messages, and the principles that underlie this approach.  Tell why this user interface design is effective. Screen shots, if used, would be in an Appendix to this document.

The Design starts with an explanation of the dominant design paradigm.  Describe the deployment, that is, the physical layout of the system including user access to the system.  Describe the system architecture and for each major system component, provide a full description of it.  One of the components should be expanded to show the level of detail that reached in the design.  It is not necessary to list all the details but explain what details, such as pre-conditions, post-conditions, and exceptions, need to be covered.  This chapter would come out of the SDD.

For the Quality Assurance chapter, summarize the steps taken to ensure the creation of a quality product.  For example, describe prototyping (if used), document and code reviews, coding standards, testing plans, and acceptance testing.  The STP will provide most of this information.

The Results chapter covers three major points: project status, lessons learned, and future direction.  The chapter may be split into several sections.  Try to avoid one-page sections, but have a comfortable transition between sections.

Describe the status of the project.  Normally, this requires a working system although a Studio may be for a part of a larger system which itself is not completed.  Tell when the software product was delivered and tested and whether it is currently in use.  Explain how the final version differs from the project as originally planned.  If the original proposal contained a basic project and possible extensions, tell which extensions, if any, were implemented. Include any problems encountered but not solved. 

An important section is lessons learned.  The purpose of a Studio is for the candidate to show that he/she can apply what was learned in courses to a software development project.  Invariably, this requires adapting theory to practice in unexpected ways.  Describe what advice might be given to someone who is undertaking such a project.  Try to avoid using the pronouns “I” or “you” in this section.  A better approach might start, “A developer for such a project should keep in mind …”

The final section is for future directions.  Seldom is a project the last word in development.  Often during development, a lot of useful extensions or generalizations will appear.  These should be recorded for the benefit of future software developers. 

Computer Science Research

Research in the computer sciences can take many forms.  One project by a student involved testing wireless technology in a noisy environment to draft guidelines for its effective use.  Another might be to develop an experimental system to see what capabilities can be built into software or hardware.  The original development of expert systems would be such an example.  Research differs from software systems development as described above in many ways.  For example, the final product may not be easily describable, but important techniques are developed to see what strengths and limitations they may have. 

Usually, a major deliverable for Studio I would be a review paper explaining the state of the art. The other major deliverable in Studio I would be an experiment proposal.  This would include a careful explanation of the hypotheses being tested and a detailed design of the experiment.  The Studio II semester is when the actual experiment is conducted and the results are gathered and analyzed. 

One possible organization for an exposition in this case is as follows:

1. INTRODUCTION 

2. RESEARCH REVIEW

3. EXPERIMENT DESIGN (or MATERIALS AND METHODS)

4. EXPERIMENTAL RESULTS AND ANALYSES

5. SUMMARY 

The Research Review for such an exposition is very extensive.  Remember to enter all works cited into the References section.  Much of the literature review will come from the review paper submitted in Studio I. 

The Experiment Design comes from the design plan from Studio I.  If changes were made to the experiment, this chapter must encompass them.  Explain what statistical tests were used, if appropriate. 

The Experimental Results reports on the tests conducted and the results obtained. Summarize all the tests and their results.  Analysis of the data gathered must also be provided.  Extensive charts should be placed in an Appendix.  The mechanics of sample tests may be included, if not already covered. 

The Summary includes conclusions reached, lessons learned, and future directions.  The chapter may be split into several sections.  Try to avoid one-page sections but have a comfortable transition between sections.

The project started with a problem or a hypothesis.  State the conclusions this work has shown.  Describe how this fits into the work cited in the field. 

Tell what lessons learned during this process can be articulated for someone who wishes to conduct an analogous experiment.
The final section is for Future Directions.  A good experiment usually raises more questions that it answers.  Describe these new questions or new directions for similar research.  The conclusion of research is not an ending but a new beginning. 

Reference Material

The third section of the Exposition contains reference material.  There is no significant separation between the body of the paper and this section, other than some of these items may be single spaced, as noted below.  Reference materials can include Endnotes, a Glossary, a Bibliography, Appendices, and/or a Vita.  Continue the Arabic page numbering from the body of the paper.
Endnotes (optional)

Footnotes are not common in documents such as the Exposition.  Rather, such comments are usually gathered into an Endnote section.  It is not necessary to have endnotes but if you do, single space them with a blank line between entries.  Use the Endnote feature of your word processor.  The heading ENDNOTES is centered at the top of the page. 

Glossary

All technical words must be defined.  Use a table without borders.  Use single spacing within the table.  The heading GLOSSARY or DEFINITIONS is centered at the top of the page.

Bibliography

All Expositions must include references.  The heading BIBLIOGRAPHY or REFERENCES is centered at the top of the page.  Entries should be alphabetical and should follow the APA style manual.  
Appendices (optional)

Appendices consist of material related to the text but not suitable for inclusion in it, such as lengthy tables, figures, documents, and computer printouts.  A single appendix is labeled APPENDIX – TITLE, where TITLE is replaced by a descriptive title.  Do not group disparate elements into a single appendix.  Multiple appendices should be labeled alphabetically and each should have a distinct descriptive title as suggested in the template.  Each appendix with its title should be listed in the Table of Contents.  Refer to each appendix in an appropriate place in the text.  Photographic reduction of material to conform to margin requirements is permitted if the material remains clear and legible.

Drawings, figures, tables, graphs, photographs, maps, and all other illustrative materials may be included only if they are of very high quality.  Most word processors will allow the inclusion of such materials in the electronic document.  Be careful not to violate page margins. 

Electronic inclusions may not be satisfactory in quality.  If you do not include the material electronically in your document, these rules apply.  All illustrative materials in the Exposition should be prepared on paper that is the same size and weight or greater.  The materials must conform to the same margin requirements.  Computer printouts should be produced on the same paper required for the rest of the Exposition.  Photographs should be printed from negatives on 8 ½ by 11-inch photographic paper to eliminate problems involved in attaching to manuscript paper.  The reproduction process used must be of a permanent nature.  Photographs may be attached to acceptable paper by a plastic lamination process; original photographs are required in the copy submitted to the MCIS department.  It is not acceptable to paste, staple, tape, or use corner fasteners to mount photographs to a page.  The use of material larger than 6" x 9" should be avoided if at all possible.  The material should be reduced photographically to an appropriate size unless legibility will be affected.

If not done on a computer, a typewriter or permanent, black, carbon-based ink should be used with illustrations.  A lettering guide should be used for captions, numerals, symbols, characters, and formulas.  Free-hand lettering is unacceptable.

Vita (optional)

The vita or biographical sketch should contain the full name of the student, his or her parent's names (maiden name of student's mother must be enclosed in parentheses), the date and place of student's birth, and a brief summary of academic training and experiences.  Depending upon the field of specialization, the student's non-academic training may be relevant.  If applicable, the vita should contain information regarding marriage and children.  It should be written in one long paragraph, in the third person, and limited to one page.  The heading VITA is centered at the top of the page and the page is not numbered.

Format Requirements

Pagination

The approval page and title page are not numbered, but are understood to be pages i and ii.  Thus, numbering begins with the copyright page (iii).  All following prefatory pages are numbered consecutively in small Roman numerals centered one inch from the bottom of the page.  

The body of the Exposition should be numbered in Arabic numerals.  Page numbers should be centered one inch from the bottom.  The number on the first page of a chapter may be not printed but must be counted.  Pages for tables and figures are treated just as the regular text.

Margins

Left-hand margins must be one and one-half inches to allow for binding.  The right margin should be one inch.  The one-inch margin at the top of the page should be measured from the edge of the paper to the top of the first line of text.  At the bottom of the page, the one-inch margin should be measured from the edge of the paper to the last line of text.  All tables and figures must conform to the margin requirements.  Tables, etc., larger than 8 ½ x 11 inches may be folded, or the table may be reduced in size to permit the entire table to be placed on an 8 ½ x 11 sheet of paper.

Exceptions to the bottom margin requirement are as follows:

1.
A subhead must have two full lines of type below it.  Otherwise, the page should be left short and the subhead placed on the next page.

2.
A paragraph must include at least two lines of type at the bottom of the page and two lines on the following page.  Otherwise, the paragraph should begin on the following page and leave the previous page short.

3.
The last word on any page cannot be hyphenated.  The line 
should be left short at the right margin and the whole word typed on the following page.

Centering Material on the Page

Centered headings and page numbers will be centered within the prescribed margins as previously mentioned.  If photocopying is planned, pay careful attention to margins, as some photocopying processes tend to spread or magnify the material.

Spacing

Single spacing should be used for block-indented quotations of at least four lines.  It should also be used for endnotes and for the Glossary table.

Double-spacing should be used for the text of the Exposition.  This includes (1) spacing between the last line of text and the page number, where applicable (if the text is completed before reaching the bottom of the page, the page number should be at the one-inch margin), and (2) below subheadings before beginning the text.

Triple spacing should be used (1) below chapter headings and all major headings (i.e., appendix, bibliography, vita, etc.), (2) after text before a new subheading, and (3) before and after tables in the text.

Major Headings

Major headings such as chapter titles, bibliography, and appendix should be typed in all capital letters and placed two inches from the top of the page.  

Preparation of Final Copies

Paper and Duplication

All final copies of the Exposition are to be duplicated on high quality, 8 ½ by 11-inch white paper, which must be at least 20-pound weight and at least 50% cotton fiber.  Higher weight and percentage cotton fiber are acceptable.  Paper should have a visible watermark.  Copy must be printed on one side only.  

The Exposition must be printed by one of the following methods:

a.
Word Processor and Laser printer

b.
Offset

Duplicated copies must be clean, clear, uniform, and on the same type paper as the original.  The type must be dark, clear, and readable so that copies are also clear and legible.  

Abbreviations and Names

Abbreviations should be prepared according to the APA style manual.

Use of Copyright Material

Students must be careful, when using copyrighted materials, not to violate the rights of the copyright owners.  Students may generally make limited use of short passages from copyrighted materials if they give proper credit to the owner of the copyright.  Extensive use of copyrighted materials, however, requires that the student obtain permission from the author or the publisher of the copyrighted materials.  

Obtaining permission, plus any payment or compensation required, is the responsibility of the student.  If permission is obtained, a letter of release from the copyright owner should be in the student’s possession prior to the binding of the Exposition.
SUMMARY TIMETABLE

Prior to Studio I Semester


By March 1 or November 1
Submit draft proposal to department


By end of semester
Present proposal to committee

Studio I Semester


Early in semester
Project management plan


During semester
Produce other deliverables


End of semester
Present work done to committee

Studio II Semester


Early in semester
Apply for degree 



(see University calendar for date)


Early in semester
Progress report


During semester
Implement work


At least one week before Defense
Submit draft Exposition to Committee


At least ten days before commencement
Studio Defense


At least four days before commencement
Final Exposition copy to department
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