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PURPOSE OF DOCUMENT 
STANDARDIZATION 

o To facilitate uniformity of NJIT thesis and dissertation
documents via standard formatting.

o To develop consistency in written presentations and
research.

o To expedite thesis and dissertation authoring.
o Approved format given in “Guidelines for Writing

Thesis and Dissertations” Herman A. Estrin and Timothy
E. Roche (2nd edition; out of print; can be found in the
NJIT library).
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THESIS AND DISSERTATION 
TEMPLATES
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PROPER ORDER AND 
NUMBERING OF PAGES 

Office of Graduate Studies (GSO)

o Abstract (no page number; counted as separate document;
1 page for a Master's Thesis; 2 pages maximum for a
Doctoral Dissertation).

o Title Page (no page number but counted as page i).
o Copyright Page for Dissertation (no page number but

counted as page ii; insert blank page for Thesis).
o Approval Page (no page number but counted as page iii).
o Biographical Sketch (counted as page iv and first page

numbered on bottom).
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PROPER ORDER AND 
NUMBERING OF PAGES

Office of Graduate Studies (GSO)

o Dedication Page  (page number is shown).
o Acknowledgment Page (page number is shown).
o Table of Contents (page numbers are shown).
o List of Tables (if needed; page numbers are shown).
o List of Figures (if needed; page numbers are shown).
o List of Symbols and/or Abbreviations (if needed; 

page numbers are shown).
o Text (page numbers are shown, begins with page 1).
o Appendices (page numbers are shown).
o References (page numbers are shown).
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GENERAL FORMATTING

Office of Graduate Studies (GSO)

o Spell check after all changes.
o Check grammar and syntax. Help is available; ask. 
o Use consistent capitalization in Titles, Headings, 

Figures and Tables.
o Be consistent in the title of the document on Abstract/ 

Title Page/ Approval Page.
o Check correct order of sections and page numbers in 

Text with Table of Contents.
o Use correct font style and size – be consistent
Caution: Software spell checking may not distinguish between CAPITAL and small 
letters.
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ABSTRACT

Office of Graduate Studies (GSO)

o Include brief problem statement, description of methods,
summary of most important results and conclusions.
Write Conclusions section before you write Abstract.
 Include a clear list of motivations for your research

followed by a list of relevant objectives to be
accomplished.

Minimize background information.
o Describe and emphasize what was actually done in the

research in the third person and present tense.
o Use identical format and font size (use Arial or Times

New Roman 12 pt.) of titles on Abstract page, Title page,
Approval page and throughout document.
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TITLE PAGE

Office of Graduate Studies (GSO)

o View format of Title pages for various disciplines
http://www.njit.edu/graduatestudies/Titles.php

o Follow samples provided precisely.
o Identify correct month (August, January, or May) 

and year of graduation.
o Provide correct degree title.
o Check correct department/program title.
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APPROVAL  PAGE

Office of Graduate Studies (GSO)

o Three MS Thesis Committee members (minimum) needed for
thesis approvals including thesis advisor.

o Chair of the Committee, (usually the thesis advisor), must be a
faculty member holding a tenure-track position.

o Five PhD Committee members (minimum) needed for
dissertation approvals, including the dissertation advisor.

o Check composition of committee with the Office of Graduate
Studies. Submit the signed Committee Appointment Report to
GSO for approval as early as possible.

o Use correct spelling of names and proper academic titles of
faculty members. (Check with your department administrative
assistant for correct spelling of names, faculty ranks and titles.
Remember websites are not always up to date.)
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BIOGRAPHICAL SKETCH

Office of Graduate Studies (GSO)

o Provide correct title and date of current degree.
o Use correct spacing and number of tabs.
o Include month and year of degree (not defense). 
o Enter “New Jersey Institute of Technology” and  

any other institutional name on a single line.
o Include all prior degrees, in chronological order,

but begin with the NJIT degree you will receive.
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DEDICATION PAGE

Office of Graduate Studies (GSO)

o Be completely personal but professional.
o Use full names with correct spelling.
o View Examples at the Library ETD web site.
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ACKNOWLEDGMENT  PAGE

Office of Graduate Studies (GSO)

o Spell “acknowledgment” with or without “e” between “g” and “m”; both are 
acceptable.

o Begin with the advisor and then committee members.
o Recognize any financial support sources. Also ask your advisor for grant 

support information.
o Identify scientific or other support, e.g.,
 Valuable input that affected your research from fellow students, or others 

at conferences or other meetings.
 Software (or equipment) that you received for free, were able to use or 

donated to do part of your work.
o Recognize friends or colleagues in your laboratory or classmates.
o Use correct spelling of names and consistent capitalization.
o Check grammar.

18



TABLE OF CONTENTS, LIST OF TABLES, 
AND LIST OF FIGURES

Office of Graduate Studies (GSO)

o Use consistent titles, punctuation and capitalization.
o Use bold for the titles above the columns only. 
o Use all capitalized letters for CHAPTER TITLES.
o Enter two spaces between each chapter and section 

number and its title.
o Place dots consistently leading from each chapter and 

section title to its page number.
o Right justify page numbers (in their own column).
o Include (Continued) in parenthesis at top of second and 

following pages.
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TEXT

Office of Graduate Studies (GSO)

o Be consistent and use third person throughout the document.
o Set margins as: left 1.5 inches; right/top/bottom, 1 inch
o Use Arial or Times New Roman fonts size 12 pt. 
o Format chapters, sections, and subsections consistently.
o Enter all page numbers in the footer, 0.5 inches from the

bottom located within the margin. All page numbers must be
bold and 12 pt. Font styles & sizes must be identical to text.

o Number Appendix pages and Reference pages like chapters.
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FIGURES AND TABLES

Office of Graduate Studies (GSO)

o Use Portrait or Landscape for figures. If Landscape is used, 
figure should face out. Page number must still be portrait. 

o A caption that describes a Figure must follow just below the 
Figure. 

o The Title of a Table must be in a header just above the Table. 
o Numbering follows the chapter (e.g., Figure 1.1 for the first 

figure in the first chapter).
o Samples of appropriate format are available in the sample 

document on the GSO web site. 
http://www.njit.edu/graduatestudies/docs/thesis/doc_body_comm
ented_v2.pdf
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EQUATIONS

o Place equations between paragraphs.
o Enter double space before and after equation.
o Use Equation Editor to enter equation.
o Center equation and right justify equation number.
o Number equations in X.y form (where X is the 

chapter number and y is the equation number).
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APPENDICES

Office of Graduate Studies (GSO)

o Determine if appendix is needed in consultation with your advisor.
o Format text, sections, page numbers, figures, and tables the same 

as you would for a chapter.
o Provide a title and brief introductory description of what is 

contained in each Appendix.
o Enter Title of each Appendix in all capitalized letters.

o For a single appendix, the title should be “APPENDIX” (no 
letter).

o Multiple Appendices –“APPENDIX A”,  “APPENDIX B”, and so 
on.

o Appendices appear before References in the document. 
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After hitting ‘Enter’ the



REFERENCES

Office of Graduate Studies (GSO)

o Select reference styles based on degree and discipline. 
It is advised that you ask your advisor for the most 

representative journal in your field.
Wikipedia lists citation styles per discipline:  

http://en.wikipedia.org/wiki/Citation
o Use quotation marks, italics or underlining properly.
o Use consistent style format, capitalization and 

numbers.
o End Note software can be used to organize references. 

Links to download the software: 
Macintosh Users: http://ist.njit.edu/software/display.php?id=557
Windows Users: http://ist.njit.edu/software/display.php?id=558
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TWO BASIC STYLES
o Numerical
Use [21] in the text to cite a publication listed in the References 

section as:
[21] J. Smith, Paper Title, Volume Number, Issue Number, Page 
number(s), Year.

o Alphabetical
Use [SmithYear] to cite a publication listed in the References 

section as: 
Smith, J. Year, Paper Title, Publication Title, Volume Number, 
Issue Number, Page 
number(s).
For book citation: Book Title, Edition, Author Name(s), 
Publisher, City, State, Country, Year. 
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PAPER QUALITY

Office of Graduate Studies (GSO)

o One document must be submitted in pdf format on a
CD-ROM.

o The printouts must be submitted on 25% cotton fiber
paper, minimum 24 lbs.

o The paper must be bright white.
o Typical brands include Southworth (available at NJIT

Bookstore), Eaton and Crane’s.
o Paper can also be purchased online at Amazon,

Office Depot and other vendors.
o Canon operates a custom printing facility in the

basement of Cullimore Hall. (No printing in labs.)
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QUESTIONS?
e-mail:

ziavras@njit.edu
gonzalez@njit.edu
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THANK YOU
For appointments please contact

Ms. Lillian Quiles 
Administrative Assistant II

Graduate Studies 
973-596-3462
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