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TO:

Felipe Jauregui
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Josie Smith, Formatter



1 Coleman Court, Chico, Calif. 95926
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RE:

Thesis Formatting Contract/Information
Thank you for hiring me to format your thesis/project, and congratulations for reaching this point in your goal of receiving a master’s degree. 

It’s important that you feel comfortable with me as your formatter. The following will summarize the services I provide as your formatter and what I expect from you. If you should have any questions, please don’t hesitate to ask. I’m here to help.

Pricing

Let me give you a run down on prices so you know what to expect (some may apply to you and some may not):


(  $2.85 per page to format a thesis/project


(  Footwork is a one-time charge of $35 if you need it (this is usually for students who live out of town)


(  Laser printing the grad department submission copy, draft copies for your committee members during the review process, and the final copies of your thesis/project for binding and/or other extra copies (if I do it): 

*
12 cents per page for regular paper

*
25 cents for cotton rag paper (the library copy must be on this paper)

*
75 cents per color page (I have a color laser printer). If you want color, you need to let me know which figures you want printed in color; otherwise, they’ll be printed out in black and white.

(  Oversize pages (11 x 17) - $2.25/page (these are used only if you have tables or figures that can’t fit on a normal size page).
(  Scanning – 35 cents per scan
(  Preparing final files and CD to grad department for Turnitin review - $5. In addition to providing a hard copy to you for submission to the grad department, I will prepare the required CD to ensure both are exact duplicates of each other. This applies to all departments except Biology and English, which are not required to turn in a CD.
(  Editing, if you should need it (your committee will usually let you know if they feel this is a service you should take advantage of or not), is a separate charge from formatting. Editing is billed at $25 per hour and capped at the estimate unless new material is added after the initial edit. An estimate for any new material can be provided if requested.

If you need it, please let me know so we can discuss it separately and in detail. Please note, however, that I will not edit anything a month before the deadline because I won’t have the time to devote to it, and I limit the number of editing jobs I take during a semester. So if you need editing, you’ll need to let me know early in the semester and not at the last minute. I do not edit for content—that is what your committee is for. I will edit for style, form, grammar, etc. 
If you send me a sample of your work (a chapter or two), I can review it and give you an estimate on the time it will take me to edit and the cost for editing (I charge by the hour). And I stand by my estimate. If I say it will take, for example, 18 hours for me to edit your draft, and I go over that time, I will only bill you for 18 hours. Any time I spend over the 18 hours is my own time, which you will not be billed for. That’s my way of assuring you that the cost for editing is not open ended (i.e., the final cost far exceeds the estimate). It’s capped to a maximum amount and no more. However, if new content is added to the draft after I edit it, you will be billed for the time it takes me to edit the new content, since my initial estimate will be based on the current draft as presented to me for estimation purposes. Of course, if it takes me less time than my estimate, I will bill accordingly.


If you should decide to use my services, a deposit of approximately one-third the estimated total cost for editing will be required at the time the job is accepted with the balance due once the editing is completed.


(  Any direct costs incurred by me on your behalf will be billed to you. For example, if I’m required to mail anything to you or anyone else in connection with your thesis/project, you will be billed for postage.
Important Points/Tips
Whether your paper is a project or thesis doesn’t matter to me—the formatting requirements are the same for both. The distinction applies to how you develop the content and structure, which is beyond my scope.

Here are some things to keep in mind as you put your draft together (not all may apply to your situation). 

Over the years, I’ve noticed certain issues that constantly come up, and these issues can cause problems. That’s why I’m listing them here as a helpful reminder. Ignoring some of these points could cause delays that might impact submitting your draft by the deadline (particularly if I get the draft late), or cause you not to graduate at all. Some of these are things I’m looking for and correcting as I format, but if you can also bear in mind what points apply to your situation, we can minimize or prevent any potential troubles and delays. And if you’re not sure about anything, just let me know.
1) Be sure you’ve applied for graduation and completed all necessary coursework.


2) Make sure your committee members are around to sign the approval page. Sometimes members retire, take a leave of absence, get ill, or go on sabbatical out of the country. It’s your responsibility to locate AWOL members and find out the best way to get the approval page to them for signature.

3) Very Important - Make sure your references are complete (double check your style guide to see what information is required for each listing) and that none are missing.


4) An abstract is required for all theses/projects except Art. An abstract summarizes your thesis/project for the reader and can run up to 250 words (or even more). The grad department prefers it short and sweet—about a page and a half of summary.


5) The grad department requires 12 point fonts to be used (Times New Roman, Arial, Helvetica, etc.), and that the text be double spaced. If you use a small font size and/or line space differently, I’ll have to change this, which will increase the final page count, so don’t be surprised if this has to be done. 


6) Make sure you know which style guide you need to use for references, both in-text and reference list. The references should be identical to the style guide in punctuation, sequence, capitalization, and presentation. Make sure your style guide allows for footnotes—some don’t. If you use a style guide other than what your department requires without getting the necessary approval by the grad department (requires a written request by your committee), I’ll send it back to you for correction, which will cause delays and might affect the ability to submit your draft in time to the grad department.

7) VERY IMPORTANT - Make absolutely sure you know who your committee members are and what their terminal degrees are (e.g., Ph.D., Ed.D., M.A. etc.). This information is vital in developing the approval page they all must sign. I will not be responsible for the consequences of incorrect or missing information. This especially holds true if you’re required to have a graduate coordinator. If you fail to get the signature of your graduate coordinator, you most likely won’t graduate. So don’t ignore this.


A Graduate Coordinator is required for the following departments and all options within these departments:

Art, Art History, Communication Science & Disorders, Communication Studies, Creative Writing, Education, Electrical Engineering, English, Geography, Instructional Technology, Interdisciplinary Studies, Mathematics Education, Nursing, Nutritional Science, Political Science, Public Administration, Recreation Administration, Social Science, Social Work, and Teaching International Languages.
8) FONT- Best to stick with tried and true Times New Roman. If you use a certain font, make sure I have it too; otherwise, things get messed up going from computer to computer. If you have used Helvetica or Arial, or a font other than Times New Roman, please let me know so I can make sure the approval page has the right font.

If you have a font preference, please let me know ahead of time so I can make sure I have it too. Otherwise, I will need to change the font to one I have. Also, please keep in mind that monospaced fonts, such as Courier, increases your page count because of the font’s dynamics. If you wish, we can change the font to reduce the final page count (i.e., changing Courier to Times New Roman). Please let me know your preference.


9) If I have to assemble anything (e.g., combining files for appendices, etc.) it’s up to you to make sure I know the correct order and have all the necessary files clearly labeled. It’s not for me to second guess the order or which file to use. Either order the files “1,” “2,” “3,” etc. or provide a list with the file name that I can use as my guide. 

Also, if I need to insert figures or tables into your draft, please make sure they are clearly labeled so I don’t have to guess, which I won’t do.

10) Additionally, make sure your tables look like the tables shown in the style guide you must use. If you’re not sure, please let me know so we can determine the best course of action regarding putting your tables together.

11) Only one space follows periods at the end of sentences. The grad department will look for this and I will change double spacing to single spacing after periods. Two spaces are used if you use a monospaced font (i.e., courier where every character and space takes up the same space). With today’s proportionally spaced fonts (e.g., Times New Roman) the computer automatically adjusts for the spacing around each character. The rule for two spaces is an ancient holdover from the days when typewriters were still used. 


12) In American English, periods and commas are within quotation marks, like “this period.” Other punctuation is “outside”! 

13) Avoid contractions—spell them out (e.g., write “do not” instead of “don’t”).

14) The abbreviation “i.e.” means “that is,” and the abbreviation “e.g.” means “for example.”

15) The word “data” is a plural noun and requires a plural verb:

CORRECT: The data show . . .
NOT CORRECT:
The data shows . . .
CORRECT: The data are . . .
NOT CORRECT:
The data is . . .

16) Define abbreviations and acronyms the first time they are used in the text, even after they have already been defined in the abstract.
17) The grad department requires all theses/projects to be divided into chapters, so clearly indicate all chapter sections and headings throughout the draft. Please do not give me a document that doesn’t have these sections clearly designated. It’s not up to me to try to guess chapter divisions. If this happens, I’ll send it back to you for correction, which will cause delays and might affect the ability to submit your draft in time to the grad department.

18) Just a suggestion, but if you use webpages as references, and considering the constant rate of change that occurs on the World Wide Web, it might be a good idea to print them out so you have a hard copy of your reference just in case it’s questioned. That’s why it’s VERY important to include the date you last accessed any website you use as a reference. So don’t forget this date!

19) Make sure your website addresses are complete so the reader is able to easily go to the reference without having to hunt for it at the website. The URL should bring the reader directly to the page you are referencing. For example, don’t give a URL to the home page and then make the reader click through a series of pages to get to your reference source. 
20) No references are allowed in the Abstract.


21) Statistical symbols must either be italicized regardless of discipline.


22) If I need to scan anything, please make sure your scans are as straight as possible.

23) If you are using a bracketed numbered reference system (e.g., Computer Science), make sure your in-text numbered references begin at [1] and continue consecutively. Don’t mix them up (i.e., begin with [1] then hop to [5] and then [36], etc.). They need to be as follows: [1], [2], [3], [4], etc., and each number is individually bracketed. You cannot do this [1, 2, 3, 4, 5]. If this happens, I’ll send it back to you for correction, which will cause delays and might affect the ability to submit your draft in time to the grad department.


24) Computer Science: Although section numbers are used in some journals to designate chapter specific headings, figures, and tables, and the example on the computer science department’s style guide website shows an article using section numbers (that example is only used to show figures/tables and reference/citation style), the grad department doesn’t allow these to be used. So if you number your figures like this, Fig. 1.1, Fig. 1.2, etc., you will need to change them all to Fig. 1, Fig. 2. Fig. 3, etc., throughout your entire draft, and you do not restart your numbering at each chapter. Figures and tables are numbered consecutively from Chapter I throughout the draft until the last chapter. 


If you’ve numbered your sections and referred to them in-text, such as “Refer to Section 1.2.2. . .” this will be changed by me because the grad department doesn’t allow for section numbers. 

Also, although the computer style guide says to abbreviate “Fig.” in or at the beginning of a sentence, DON’T. The grad department wants “Fig.” spelled out in a sentence; however, in the figure caption, it’s abbreviated.

The computer science department style guide can be accessed at: http://www.ecst.csuchico.edu/__depts/csci/MS_Computer_Science/Thesis_Project_Exam/Information/Style_Guide.html
( ( - Registered and trademarked symbols – make sure you use these consistently throughout your draft.

25) Make sure spanner lines are in your tables, if required. I will not be responsible for placing them. If you’re unsure, just let me know.

26) If you have tables, make sure the decimals in the columns line up. The grad department won’t accept the table if your values are centered or the decimal points are not lined up. For example:

Unacceptable (decimals don’t line up)
Acceptable

12.3


 12.3


  12.3

100.6

or
100.6


100.6

.03


  .03


      .03

27) Make sure Figures and Tables are referenced in the text of your draft and have captions. Place figure captions below the figures; place table captions above the tables. If there are no in-text references to tables/figures and/or no captions, I’ll send it back to you for correction, which will cause delays and might affect the ability to submit your draft in time to the grad department.
28) If you take a figure from a book, journal, website, etc., you will need a letter/fax (showing a signature and contact information [i.e., address and phone number]) must also be provided in the event that clarification is needed on the permissions.) from the copyright holder granting permission. E-mails are no longer accepted by the grad department. This permission accompanies your thesis/project to the grad department. Don’t wait until the last minute to get permissions. 

Students must acquire permission for any figure or table they use unless they make significant changes (such as adding at least 33.3% of new material to it), which then changes it to “adapted from.” Simply redrawing a figure or a table does not constitute “adapting” and thus written permission from the copyright holder must be acquired. 

Sometimes a professor will tell you that permissions are not required at all. With all due respect, this is not true. Professors have “academic privilege” which means they can use things without getting written permission from the copyright holder, but you as a student don’t have that privilege. Make sure you get permission if applicable.
29) If you use anything in your thesis (figures/photos/tables, etc.) from a source that’s public domain, please be sure to provide all required identification information (e.g., where it came from etc.). This information needs to be present and captioned properly, which I will do.

30) If you have appendices and these appendices have references in them, you must provide a separate reference list for these appendices.


31) The grad department is now requiring submission of a PC-formatted CD containing your title page/chapters/reference list/appendices as one file for most disciplines. This applies to all departments except Biology/Botany/English. These files will be run through Turnitin.com to check for any instance of plagiarism (intentional or unintentional). It is critical, and I cannot stress this enough, that you make absolutely sure all your references are complete (as required by the style guide of your department) and everything is referenced properly within the text. I will not be responsible for guaranteeing that the content of the document will be approved by Turnitin. Content issues are the responsibility of you and your committee.

(  Make sure all direct quotes have page numbers. 

(  Make sure Internet references are complete and have the date of last access (that’s very important in case something happens to the Web page). Internet references should include the following information, regardless of the style guide used: 1) author, 2) title of article, 3) title of complete work (if applicable), 4) date of last revision OR publication if one is indicated, 5) URL in angle brackets, 6) date of last access in parenthesis. Even though some style guides may not require all this information, the grad department does (or as much as can be found). 

If you have questions, please don’t hesitate to ask me. I’m here to help as much as possible. Although I go over references to make sure they are formatted as required by the style guide used, the ultimate responsibility for incomplete, mis-numbered (in the case of bracketed number systems), or missing references isn’t mine. Make sure your reference list agrees with the references used in your text and vice versa. Of course, if you have a bibliography, you can list more references in that list than you use in your text; however, just make sure your text references are listed in your bibliography. 

32) DO NOT USE PAST THESES/PROJECTS AS EXAMPLES, ESPECIALLY FOR FORMATTING. 
Styles change, requirements change, and in the case where a journal article must be used to format from, this can cause a lot of problems since different journals (with different formatting styles) can be used; therefore, theses from the same department might have different format looks because different journals were used. And, you cannot submit a past thesis/project as an example to the grad department along with your draft. They won’t accept it.

How I Work

I tell my students to not worry about putting together a Table of Contents or List of Figures/Tables. I develop these pages (along with the title page and approval page). This is my way of double checking my work because I’m striving for a 100% perfection return rate. Also, I format all pages of a project/thesis because that’s what the grad department expects if you hire a formatter. If Chris LaVerne, the head editor at the grad department, catches something that’s not right, and she knows I’m the formatter for that thesis/project (we have to let the grad department know who we’re handling), she calls me for an explanation. I’ll sound like an idiot if I say, “Well, the student did that, not me.” As a formatter, it’s my job to make sure everything is correct. If I don’t do that, I shouldn’t be in this business. I don’t do things halfway—I do things 100%. That’s why I have a great reputation on campus, and I’ve never had a thesis/project rejected due to formatting problems.

I like to begin formatting once the thesis has been finalized and signed off by the committee—in other words, no major revisions are expected once I begin formatting. If I have to reformat your thesis again and again as changes are made by either you or your committee, you will be charged for reformatting on top of the original per page formatting charge because I’m basically formatting a new draft again. That’s why it’s in your best interest to make sure the draft I format is the final draft (i.e., its content has been approved of by your committee and they have or are close to signing off on it). However, I know that sometimes things can happen that can’t be foreseen. If last minute changes are required by the committee or you and they’re minor, I’ll make them at no extra charge. If some changes are large enough to require reformatting, we will decide at that point the best way to approach this in order to minimize any financial impact to you (i.e., It might be cheaper to charge an hourly rate for the additional work rather than another per page rate for the reformatting of the entire draft.) 

Full payment for all fees is due once the thesis/project is ready to submit to the grad department. If you are planning to pick up your draft from me to turn into the grad department yourself, your thesis/project will not be released until full payment is made at that time. Once submitted, it will be reviewed for format and content. Then it will be returned to me. If there are any formatting errors on my part, I will correct them for you at no charge. Once I receive the thesis back, I will notify you as to the cost for printing the final copies (if you have me do it), and the University’s binding and microfilming charges. Final copies mean the copies you are required to provide to the library, the department, and any personal copies you wish for yourself (you are allowed up to 3 bound personal copies from the University). 

I will format your thesis/project according to the style guide required by your department and I make every effort to make sure it meets the grad department standards. I stand behind my work. Formatting theses/projects is a full-time business for me. I don’t do this on the side just to make extra money. That’s why I take great care in what I do. Word of mouth referrals are important to me so if I don’t do good work, there goes my business, and I don’t want that to happen. Your thesis/project not only represents you and the hard work you’ve put into it, but it reflects my work too. That’s why I strive for quality. My job isn’t done until the final submission of the copies for binding. I maintain a list of students whose theses/projects I’ve formatted in the past. 
What I Need From You

(  I will need ALL your necessary files. For example, if you developed tables in Excel or figures in PowerPoint, I will require these files so I can make any changes, if necessary, to the format of the table and/or figure, etc., or if I have to manipulate them in any way. 
(  I make every effort to ensure that my programs can convert/read/utilize a large variety of file formats. However, there will be the rare instance when problems will crop up. It’s up to you to make sure the files you give me can be utilized on my system.
(  Please keep me informed of anything that may affect formatting your thesis/draft in time to meet the deadline. If I know of potential problems beforehand, I can better structure my time and commitments to handle your situation more efficiently.

(  Be sure all your contact information is current (phone numbers/e-mail address) so I can reach you at any time during this process with any questions or issues that might arise.
(  Please plan to give me your draft to begin formatting it as early as possible (i.e., after the committee has reviewed it and no more revisions will be made to it—usually after the defense when all final revisions have been made if time permits) but no later than two weeks before the deadline date so I have time to format it. And keep in mind the points I outlined earlier. Failure to do so will cause delays, especially if I have to send your draft back for correction by you. Usually this won’t be a problem, but if we’re close to the deadline date, the delays this causes could affect submitting your draft in time. So be sure to implement, where applicable, the points I outlined above while you’re working on your draft.
(  Once you know when your defense date is, let me know so I can develop the approval page for you. I will need to know the title of your thesis/project, the names of your committee members (make sure of the spelling), their terminal degrees, who the chair is, and who the graduate coordinator is if required by your discipline. Then you can have the page ready for your committee members’ signatures right after the defense.
(  You are ultimately responsible for providing to me current and correct information/files. I will not be responsible for the consequences missing or incorrect information will have on the acceptance of your thesis/project by the grad department. Make sure I have all the correct names and terminal degrees for ALL your committee members, and that I have all the correct files to work with. Do not give me any file that’s not to be included in your thesis/project and assume I’ll know not to include it. It’s not my job to second guess. Any changes that I have to make to the FINAL formatted copy (i.e., formatting is done, copy has been printed out for grad department submission and billed for) due to errors arising from either you or your committee that results in a page count becoming less will not cause me to reduce the final per page formatting billing. Redoing the incorrect pages doesn’t erase the fact that time was spent formatting them in the first place.
I look forward to working with you and doing what it takes to get your thesis completed for the upcoming semester. I’m here to help in whatever way I can to make this last leg of your master’s program as smooth and as hassle-free as possible. If you have any questions at any time during this process, please let me know. That’s what I’m here for. 
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