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What is a Format Review? 

All theses/dissertations must meet the high scholarly standards of the department and 
discipline. The committee, department and the Graduate College expect to see 
evidence of careful attention to style and format in the thesis or dissertation that is 
presented as part of the culminating graduate experience. 

The student and committee are responsible for ensuring that the thesis or dissertation 
adheres to professional standards of the profession and that the final product reads well 
and is free of typos and errors. Format review is a university requirement and exists 



to ensure that the thesis or dissertation adheres to specific standards (i.e., title page, 
margins, etc.) related to the publishing of electronic theses and dissertations. The 
Graduate College is responsible for ensuring that all format requirements are met prior 
to final submission. 

What is the Format Review Process? 

1. The thesis or dissertation document(s) must be submitted to the Graduate College 
for a format check early in the semester the student plans to defend but no later 
than three weeks before the defense. The last possible date to submit the 
document for a format check is twenty-one (21) business days before the end of 
the semester.

2. See the Format Checklist for all items that need to be addressed prior to 
submission.

3. Also helpful might be the Thesis Title Page Model or the Dissertation Title Page 
Model.

4. Submit an electronic copy of the following items to the Graduate College ETD 
coordinator (etd@nau.edu) for format review:

a. Title Page
b. Abstract
c. Dissertation/Thesis (completed document)

5. The ETD coordinator will check the document for compliance with the format 
requirements outlined in the Format Checklist and will notify the student via NAU 
email regarding the results of the review and indicating any revisions that need to 
be made to the document.

6. Please note that we will send an email to the student’s NAU email address 
only.

What is the Verification of Final Thesis/Dissertation Document 
form—Part 2 (Verification Form)? 

The Verification of Final Thesis/Dissertation Document form—Part 2 (Verification 
Form) is to be completed by the thesis or dissertation committee member(s) verifying 
that all requirements specified during the oral examination have been met and that the 
thesis or dissertation is in its final form and ready for publishing. Receipt of this form by 
the Graduate College and submission of the final electronic version of the thesis or 
dissertation to ProQuest/UMI via the Graduate College ETD website are part of degree 
requirements.  

http://www2.nau.edu/gradcol/ThesesDiss/ThesisTitlePage.pdf
http://www2.nau.edu/gradcol/ThesesDiss/DissertationTitlePage.pdf
http://www2.nau.edu/gradcol/ThesesDiss/DissertationTitlePage.pdf
mailto:etd@nau.edu
http://www.etdadmin.com/NAU
https://nau.edu/graduate-college/wp-content/uploads/sites/14/Format-Checklist.pdf


This form must be completed in its entirety and returned to the Graduate College by the 
committee chair and WILL NOT BE ACCEPTED IF SUBMITTED BY THE STUDENT. 
The chair should provide the student with a copy to assist with answering questions 
during electronic submission of the final thesis/dissertation document for publishing. 

Why do I need a copy of the Verification of Final Thesis/Dissertation 
Document form—Part 2 (Verification Form)? 

During the online ETD submission process, the student will be asked to respond to 
questions about Open Access publishing, embargoes, copyright, and bound copies. 
During the semester the student plans on defending and no later than when the student 
plans to submit the document electronically, the student must discuss the four topics 
with the committee chair and/or committee members (varies by department).  

The committee chair will have to respond to these questions when completing the 
Verification of Final Thesis/Dissertation Document form—Part 2 (Verification Form) 
verifying that the student has met all requirements and the document is ready for 
publishing.  

The student should receive a copy of the completed Verification of Final 
Thesis/Dissertation Document form—Part 2 (Verification Form) from the committee 
chair. If the student does not have the form, the committee chair or the Graduate 
College ETD coordinator (etd@nau.edu) should be contacted before beginning the 
online ETD submission process. 

What are the four options about which I will need my committee’s 
input during the online ETD submission process?  

There is no charge for traditional publishing of ETDs, which disseminates the 
student’s work as soon as it is published and serves to index, preserve and archive the 
thesis or dissertation. Traditional publishing provides free global access to the electronic 
copy of the thesis or dissertation via search engines available at most university 
libraries and, if the student wishes, allows others to buy a copy of the document via 
commercial retailers for which the student is eligible to receive royalties.  

There are four additional options about which the student must respond during 
ProQuest/UMI submission. During the semester the student plans on defending and no 
later than when the student plans to submit the document electronically, the following 
four topics must be discussed with the committee chair and/or committee (varies by 
department). The committee chair will have to respond to these questions when 
completing the Verification of Final Thesis/Dissertation Document form—Part 2 
(Verification Form) verifying that the student has met all requirements and the document 
is ready for publishing.  

mailto:etd@nau.edu


(Please note that fees indicated in this form are in effect as of Fall Term, 2011 and 
are subject to change at any time.) 

1. Open Access: Open Access is a term used to describe content that a reader
can access free of charge. The ultimate goal of open access publishing is to
ensure the widest possible distribution of a given publication such that
researchers around the world can easily access important research.
Graduates who are focused on ensuring the widest possible distribution of
their work or have benefited from public funding would be well served by the
Open Access publishing option. If a dissertation or thesis will contain
patentable or other sensitive material, this option should not be used. There is
a one-time charge by ProQuest/UMI to the student of $95.00 related to
choosing Open Access. The fee funds the long term storage and access to
each open access graduate work. See the Open Access link for more
information.

2. Copyright Registration: Public record of the copyright claim is required
before an infringement suit may be filed in court. Choosing copyright
registration allows statutory damages and attorney's fees to the copyright
owner in court actions and recording with the U.S. Customs Service for
protection against importation of infringing copies.  The cost to the student
currently is $55.00. See the Copyright link for more information.

3. Embargo: A student may choose to restrict access to the full text of their
work for 6 months, 1 year, 2 years, or longer by special request. See article
link for questions on Embargo.

4. Bound Copies: Students have an opportunity to order bound copies of
theses and dissertation for personal use and/or for department/committee
chair(s) through ProQuest/UMI. Students may also go to any third party
bindery to obtain bound copies of the document if desired. Please check with
the department on its policy regarding bound copies for the department
and/or committee chair(s). There is a cost associated with bound copies. If
committee chair(s) and/or department require bound copies, the graduate
student will be responsible for ensuring that the copies are delivered to the
department and to any committee members. As a courtesy, the student
should determine whether the chair and other members of the thesis or
dissertation committee would like a bound copy of the dissertation.

How are ETDs created? 

Dissertations, theses and selected projects are created using a word processor or other 
document preparation system, including but not limited to Microsoft Word, Adobe 
Framemaker and any other system that can output to a print file (postscript) and be 
easily converted to a PDF (Portable Document Format) file. 

http://www2.nau.edu/gradcol/ETD/open_access_overview.pdf
https://nau.edu/graduate-college/wp-content/uploads/sites/14/ETD_Copyright_Registration.pdf
http://support.proquest.com/display/4/kb/article.aspx?aid=1745


Students submit their dissertations, theses or selected projects as a single PDF 
document (file). PDF documents are generated using the full version of Adobe Acrobat 
software which retains all formatting information about a document while providing an 
electronic structure that allows the addition of embedded multimedia elements. At 
present, this is the natural choice since documents prepared with many widely used 
software programs and document preparation systems can be converted easily to PDF 
documents. 

What are the accepted file formats for ETDs? 

The only format that can be accepted is a single Adobe PDF (Portable Document 
Format) file. 

What is a PDF? 

PDF is the acronym for Portable Document Format, which is a hypertext file format 
developed by Adobe Systems Incorporated for electronic publishing. 

To view PDF files, the student will need the free viewing application Adobe Reader, 
available for most platforms. 

ETDs must be submitted as a single PDF file because this format is easy to create, 
easy to manage and works on multiple platforms (e.g., Macintosh, Windows, UNIX). 

Creating PDF documents is as easy as printing to paper. All the student needs is the full 
version of Adobe Acrobat (versions 7, 8, or 9) available in several campus computer 
laboratories and the library. Additionally, the department or college may have one or 
more computers with Adobe Acrobat for graduate student use. 

How do I convert my original document to PDF? 

To create a PDF version of the document, the student may use the 
www.etdadmin.com/NAU site that provides detailed instructions under the “Support and 
Training” tab and also offers a free Word-to-PDF conversion. This can take up to 10 
minutes or more, depending upon the size of the document. The student will get an 
email at the student’s NAU account indicating when the PDF is ready. The student must 
click on the Refresh/Update List button to see the link to the document and right click on 
the link to save to the student’s computer. The student may also use the PDF 
conversion tool that is part of the Microsoft Office 2007 (or later versions). Save the 
PDF with embedded fonts onto the computer (if the fonts aren’t embedded, an error 
message will pop up). Instructions on how to embed fonts are also available at the 
www.etdadmin.com/NAU website under the “Resources and Guidelines” tab by clicking 

http://get.adobe.com/reader/
http://www.etdadmin.com/nau
http://www.etdadmin.com/nau


on “Preparing the manuscript for submission (including supplemental files).” 

If I have multiple original documents, how do I get them converted 
into a single PDF document? 

For detailed instructions on combining multiple PDF documents into a single document, 
go to the www.etdadmin.com/NAU website and then click on the "Support and Training" 
tab and click on “Creating PDFs.” 

How do I ensure that my ETD survived the transition to PDF? 

Converting the document to PDF format on the www.etdadmin.com/NAU website can 
take up to 10 minutes or more, depending upon the size of the document. The student 
will get an email at the student’s NAU account indicating when the PDF is ready. The 
Refresh/Update List button must be clicked to see the link to the document, and the link 
must be right-clicked to save to the student’s computer. Use Adobe Reader to review 
PDF files. Make sure all pages formatted correctly and that all fonts converted correctly. 
Make sure all pages are numbered correctly (no skipped pages), and that the table of 
contents matches the numbering. Make sure all the document parts are included. 

http://www.etdadmin.com/nau
http://www.etdadmin.com/nau



