UNIVERSITY OF MIAMI, THE GRADUATE SCHOOL
ETD FORMATTING CHECKLIST

This checklist was built from the Graduate School's "Organization and Formatting of the Final Electronic Thesis, Dissertation, or Doctoral/Lecture Recital Essay" (rev. 9/9/26) and the ETD Preparation Checklist (rev. 9/9/26). The checklist is a Word file that you can save to your computer and use to ensure your document conforms to the Graduate School's ETD formatting requirements by checking off the elements that must be in your final ETD. The file is protected so that only the boxes can be ticked; the text cannot be changed by accident.
Always confirm the current version of the Graduate School's formatting requirements at https://www.grad.miami.edu/electronic-thesis-and-dissertation/formatting-the-etd/index.html before you submit the draft to the Sr. Editor.
1. PAGE SETUP
☐	Paper size U.S. Letter, 8.5 x 11 in. Not A4.
☐	Left margin 1.5 in. This is the binding edge and is wider on purpose to accommodate the hard copy binding.
☐	Top, right, bottom margin must be 1 in.
☐	Nothing should spill into the margin anywhere, including table gridlines or captions, figure borders or captions, IRB stamps, equations, or musical notation.
☐	Times New Roman 12-point throughout, including Appendices, unnumbered and lower-case Roman numeral front matter sections, and the page numbers themselves. Footnotes and block quotations are the exception at 10-point.
☐	All text should be double spaced. Single spacing is allowed only for footnotes, block quotations, table and figure captions, and individual citations in the References section.
☐	There should be no running headers anywhere in the document.
☐	Page numbers should not include dashes, brackets, or ornament. Plain numerals only.
☐	Printing is one sided. The offset left margin assumes it.
2. PAGINATION: THREE SECTIONS
This is the single most common reason a draft is returned.
SECTION 1-UNNUMBERED FRONT MATTER: No page numbers are displayed at all in this section.
1. Title page
2. Copyright page
3. Signature page
4. Abstract page
☐	None of these pages displays a number.
☐	The pages in this section should appear in the order noted above.
SECTION 2-LOWER-CASE ROMAN NUMERAL PAGE NUMBER FRONT MATTER: Lower-case Roman numeral page numbers, centered at the bottom of the page.
1. Dedication (optional)
2. Acknowledgements (optional)
3. Table of Contents
4. List of Figures/Tables/Abbreviations/Equations/etc.
☐	The page number on the first page in this section shown is page number "iii".
☐	Every number in this section is placed at the bottom of the page, centered.
☐	This style of page number flows in proper numeric order up through the last page before Chapter 1.
SECTION 3-MAIN TEXT: Arabic numerals (1, 2, 3, 4, 5), centered at the bottom of the page.
☐	Page 1 is the first page of Chapter 1. This style of page number should continue in continuous numeric order through to the last page in the document (but not the optional VITA page if one is included).
☐	Page numbers in this section are placed at the bottom of the page, centered, on every page. NOTE: In Fall 2026, this placement of all main text page numbers at the bottom of the page, centered, replaces the older first page, bottom centered/pages that follow place page number in upper-right corner convention. Placement of page numbers all at the bottom of the page, centered, applies to all chapters, the References section, and Appendices section (if included).
☐	Page number sequence should be unbroken from page number "1" through to the last page of the document. If you include an optional VITA page, do not display a page number on it and do not include it in the total page number count of your ETD.
☐	The last numbered page in the document is the number you display in parentheses as the total number of pages in the document that you put in the Abstract page heading.
☐	Pages that display information in landscape view should display the page number in the same position it would sit on a portrait page, i.e., the page number should be placed at the bottom of the page, centered, when the page is viewed in portrait mode.
3. UNNUMBERED FRONT MATTER
☐	Downloaded the Word front-matter template for your degree from https://www.grad.miami.edu/electronic-thesis-and-dissertation/formatting-the-etd/index.html and compare it with the Title, Copyright, Signature, and Abstract pages in your document line by line. The two should agree.
☐	Wording, line spacing, and letter case in your document should match the template exactly. Word may automatically capitalize the first letter of words such as "the", "of", "partial", and "requirements". Check each one to make sure the first letter is NOT capitalized.
☐	Graduation date displayed on the Title and first page of the Abstract is the date the degree is awarded, not your defense date. Format: May 2027. No comma between month and year. Fall is "December", Spring is "May", Summer is "July" or "August". Please check the academic calendar for the accurate Summer semester month of graduation.
☐	Copyright page sits immediately after the Title page. The Copyright page is required in all ETDs.
☐	Signature page displays every committee member's name and correct academic title. Confirm each one with the person named.
☐	Signature page must be included in all final ETDs but should display NO actual ink signatures.
☐	Abstract states the total number of pages of text. You currently have "(000)" as a placeholder. Insert the page number on the last page of the draft inside the parentheses.
☐	Suggested length of the Abstract is one page.
4. TABLE OF CONTENTS AND LISTS
☐	Nothing that comes before the first page of the Table of Contents appears as a line entry in it. That means no Table of Contents entries for Abstract, Dedication, Acknowledgements, or Preface pages.
☐	Everything after the Table of Contents should have a Table of Contents entry: List of Figures, List of Tables, List of Abbreviations, Glossary, etc.
☐	References and Appendices sections should have a Table of Contents entry.
☐	References and Appendices should not display a chapter number or the word "Chapter" at the beginning of the title at the top of the page because these sections are not chapters.
☐	Every Table of Contents entry should include a page number, right aligned, not ragged.
☐	List of Figures, List of Tables, List of Abbreviations, etc., should each start on a new page.
5. MAIN TEXT CHAPTERS
☐	Each new chapter begins on a new page and should be identified with a chapter title at the top of the page.
☐	Each chapter title carries the word "Chapter" at the beginning of the title, displayed as "Chapter 1", "Chapter 2", and so on.
☐	Only ONE section in the document should be titled "Introduction" and it is Chapter 1. Use a word that is not "Introduction" for subheads. If a chapter is based on a previously published article, chapters after Chapter 1 or subheads that display the word "Introduction" or "Abstract" should be renamed. Workable alternatives include "Overview", "Background", "Purpose", "Motivation", "Perspective", "General Discussion", etc.
☐	There is only ONE "Abstract" section in the document. It is the Abstract page in the unnumbered front matter section. Use a word that is not "Abstract" for subheads.
☐	There should be only ONE References section and ONE Appendices section in the document. Both sections are placed at the end of the document.
☐	There should be at least two complete lines of text at the foot of every page and at the top of every page. A line or two of text should be moved as needed so orphaned lines of text at the bottom or top of a page display two lines of text.
☐	There should be no gap of empty space larger than half a page in a chapter.
☐	Paragraphs are indented. Blank lines between paragraphs are not allowed.
6. TABLES AND FIGURES (6 tables, 5 figures in your outline)
☐	All tables, figures, examples, equations, etc., must be placed inside the required margin settings, gridlines, captions, and legends included.
☐	Figure captions or table legends should be displayed on the same page as the item when possible. If the item is too large to fit on one page, the caption/legend can be placed on the previous or next page.
☐	Caption/legend placement, i.e., above or below the item, should be consistently placed throughout the entire document.
☐	Font in tables or figures may be smaller than 12-point, but the font size applied should be applied consistently throughout the entire document.
☐	Number labels for figures or tables, if included, should be consistently applied throughout the entire document, e.g., Table 1.1, Table 1.2, Table 2.1, Table 2.2, etc. (the scheme you chose).
☐	You chose to embed tables and figures within the text of each chapter.
☐	If you have figures or tables in your document that are displayed in landscape view, see the Graduate School's landscape sample for an example of proper page number placement.
7. REFERENCES AND FOOTNOTES
☐	Style: APA 7. Choose an appropriate style guide for your ETD in consultation with your committee.
☐	The Graduate School requires that each citation in the References section be single spaced with ONE line of space between each citation. This is a Graduate School rule that overrides your style if the two disagree.
☐	Heading reads "References" or "Bibliography". Yours reads REFERENCES.
☐	Footnotes are set in 10-point size font.
☐	Footnotes are numbered continuously across the whole manuscript. If the last footnote in Chapter 1 is footnote 10, the first footnote in Chapter 2 is footnote 11.
☐	Footnote numbers in the text sit outside commas and periods.
☐	No citations to Wikipedia. No citations to YouTube.
☐	Web addresses should be displayed in black font color, not blue. Hyperlinks should be removed.
8. WRITING CONVENTIONS THE SR. EDITOR CHECKS
☐	Multi-line titles and subheads can be either single or double spaced. The only requirement is that a consistent convention be applied to all subheads in the document.
☐	Block quotations of roughly three lines or more are indented five spaces left and right, single spaced, with no quotation marks.
☐	Display quotes at the start of a chapter are set in 10-point size font, inset five spaces both sides, single spaced, no quotation marks.
☐	Punctuation sits inside closing quotation marks, U.S. style.
☐	Dates in U.S. form: January 1, 2025. Not 1 January 2025.
☐	Foreign words should be italicized. Ordinary technical Latin is not.
☐	British spellings should be Americanized unless the content requires otherwise.
☐	et al. / e.g. / i.e. should be punctuated correctly.
☐	No ampersands in ordinary prose; use the word "and" in place of an ampersand. Ampersands are acceptable inside citations, company names, and cramped table cells.
☐	Document should conform to standard written English. Drafts that do not are returned without further review.
9. THE FINAL PDF
☐	One PDF of the entire document.
☐	All fonts embedded AND subset. Check in Acrobat under File > Properties > Fonts. Every entry in the list of fonts should read "(Embedded Subset)" after the font name.
☐	Produced with Adobe Acrobat Pro, free to UM students through Adobe Creative Cloud at it.miami.edu.
☐	Mac: File, Print, then the PDF button at bottom left, then Save as PDF. This route embeds and subsets the fonts.
☐	All track changes should be accepted and all comments deleted before exporting the Word file into a PDF.
☐	Fields updated so the contents and lists show real page numbers rather than placeholder text.
10. SUBMITTING FINAL DRAFT TO GRADUATE SCHOOL FOR FORMATTING REVIEW
☐	Optional predefense formatting review can be sent to grad.dissertation@miami.edu, usually about two weeks before the defense, at the same time the draft goes to the committee. Optional but can save rework time after the defense.
☐	Full draft sent to the Sr. Editor by the semester deadline. Allow time for more than one round of revisions. Up to four separate Word files can be reviewed, but one PDF of the entire draft is preferred.
☐	Certificate of Defense Approval form, e-signed by every committee member and the Graduate Program Director, must be on file to receive permission to upload.
☐	ETD Final Content Approval form, e-signed by every committee member and the Graduate Program Director, must be on file to receive permission to upload.
☐	ETD Availability Agreement form, e-signed by Chair and student, must be on file to receive permission to upload.
☐	Final PDF uploaded to Scholarship@Miami after the Sr. Editor grants permission.
Contacts
	Sr. Editor, formatting review
	grad.dissertation@miami.edu

	Graduate School
	(305) 284-4154

	Writing Center
	writingcenter@miami.edu
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