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 CHRISTOPHER NEWPORT UNIVERSITY’S

POLICY AND STYLE MANUAL 
FOR PREPARATION OF 
THESIS PROPOSALS and MASTER'S THESES 

GENERAL INFORMATION

The requirements described in this manual have been established so that master's theses written by Christopher Newport University students are suitable for publication, microfilming, and for use by future scholars. Theses must be stylistically correct and professional in appearance. 
All theses from the University must follow the requirements listed in this document.                                                     
Academic departments may impose additional requirements. 
Refer to Appendix A for departmental guidelines.

Those theses which do not comply with the standards specified in this manual will not be accepted and graduation may be delayed.

NOTE:  Please do not use previously published theses in the Captain John Smith

             Library or within your academic department as examples of correct or 

             acceptable format.  Please contact the Office of Graduate Studies with 
             any questions and for examples of the correct format.
A preliminary draft of the thesis with corrections from the thesis committee members already incorporated must be reviewed by the Office of Graduate Studies before the final copy is prepared to take to the bookbinders.  When questions arise while preparing your draft, please consult with your committee chairman or contact the Office of Graduate Studies at gradstdy@cnu.edu
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IMPORTANT DEADLINES

The deadlines for the Thesis Format Review and Final Thesis Copies are determined by the date of intended graduation.  The deadlines are updated each semester and listed at:  http://gradstudies.cnu.edu/dates.htm or contact the Office of Graduate Studies at:  gradstdy@cnu.edu 
Standards for Master's Thesis

The thesis should be written in a style acceptable to the predominant scholarly journals for the discipline. Written theses should include proper English grammar, spelling and punctuation as well as the use of proper format for listing and citing references, and for displaying data, tables, and figures. 

The thesis must follow the style described in this manual.

Steps in the Preparation of the Formal Thesis Proposal 

I.
Formation of the Thesis Committee


A.
Each master's thesis committee is appointed by the Director of Graduate Studies upon the recommendation of the student's thesis advisor and the Graduate Program Coordinator. To create a committee, the student should consult with the potential committee members and then submit the Formation of Thesis Committee Form  ( available at: http://gradstudies.cnu.edu/forms.htm ).


The Director of Graduate Studies will review and approve the form or notify the student of necessary changes within ten working days of submission.  Faculty will have the option to decline a request to serve as a thesis advisor or as a committee member. Should a committee member need to be replaced, a new Formation of Thesis Committee Form must be submitted.

B.
The thesis committee will be comprised of a minimum of three members of the graduate faculty. Additional members may be included from outside the concentration area or outside the University if they are approved by the Director of Graduate Studies. Each member should be able to make a contribution to the thesis study. The Director of Graduate Studies may appoint a member to the committee to represent graduate studies.

For the M.S.  Applied Physics and Computer Science, the committee is to include:

· At least two members from the Department of Physics, Computer Science and Engineering.

For the M.S.  Environmental Science, the committee is to include:

· At least three members from the Department of Biology, Chemistry and Environmental Science.

Once the committee has been formed the student should begin to prepare a formal written proposal of the thesis topic for approval by the thesis committee.

II.
The Formal Thesis Proposal

A.
The written proposal for a master's thesis topic will include:
1.
Title page which includes names of committee members and space for their signatures of approval.   ( Sample page 18 )


2.
An abstract.    ( Sample page  17  )
3.
An introduction, including rationale, problem statement, purpose of the study, and research questions. 



4.
Review of related literature.

5.
Description of the methodology to be used including a time line with proposed completion date.



6.
Key references.


B.
After the thesis committee has met and a proposal has been approved, the written proposal and signed title page, indicating committee approval, must be sent to the Graduate Program Coordinator and a copy of the signed title page to the Office of Graduate Studies. 
C. If thesis research activity involves the use of human subjects, approval from the Review Board for the Protection of Human Subjects (RBPHS) must be obtained, regardless of where the research is conducted. (See the Review Board for the Protection of Human Subjects section below for details.) The thesis committee must approve changes in the thesis proposal necessitated by the RBPHS review.


D.
APCS students must enroll in CPSC 619 or PHYS 629 or PHYS 639 ( the Design Course) to develop their Formal Thesis Proposal in preparation for the oral defense. 



ENVS students must enroll in ENVS 699 Thesis Research for one credit to develop their Formal Thesis Proposal in preparation for the oral defense.  The student may not proceed beyond the first credit without thesis committee approval of the proposal.

E.  Students may give the oral presentation of their Formal Thesis Proposal to their committee for approval a maximum of two times. Failure to obtain approval at the second presentation will result in the dissolution of the thesis committee. A new committee may be formed in the next semester.
F. Students may register for thesis credit (SUBJ 699) while continuing to develop a
     thesis proposal if  the Thesis Chair approves.

Review Board for the Protection of Human Subjects

If thesis research activity involves the use of human subjects, approval from the Review Board for the Protection of Human Subjects (RBPHS) must be obtained. This board acts to safeguard the rights and welfare of subjects at risk in research activities.   http://provost.cnu.edu/IRB.htm
After the thesis committee approves the thesis proposal, the student prepares the Research Proposal Submission Form for the RBPHS.  Contact information and procedures are listed at:   http://provost.cnu.edu/IRB.htm   and in Appendix B.
The thesis advisor is responsible for attaching a memorandum of support and subsequent supervision of the proposed research project. 
The RBPHS will convey results of their recommendation to the thesis advisor.

PREPARATION OF THE THESIS 

Enrollment for Thesis Credit
A. After the proposal has been approved, students may register for thesis credit     

      in varying increments of from one to six credits until the thesis is complete and

      successfully defended.  


However, no more than six thesis credits will be applied toward their

      master’s degree. 

B. Students are expected to be enrolled in at least one thesis credit hour during          any semester in which they are working on the thesis. 

Students MUST be enrolled in one thesis credit hour 

during the semester of degree completion.

Defense of the Thesis
Copies of the thesis are to be submitted to each member of the thesis committee ten ( 10 ) days prior to the requested / scheduled defense date. 

Students may defend the thesis a maximum of two times. More than one non-consenting vote from the committee constitutes failure.
Prepare 1 Title page to submit to the Office of Graduate Studies for format approval. 
After approval by the Office of Graduate Studies, prepare at least  5 copies of your approved Title Page on acid free paper for your committee members to sign the day of your defense, if possible.  You may be asked to leave the Title Page to be signed after they have reviewed any changes they suggested.  The signed copies will be used in your bound and unbound copies. 

Thesis Format Review
After the thesis has been defended successfully, all recommended changes offered by the thesis committee MUST be incorporated PRIOR to submission for Format Review.

Please contact the Office of Graduate Studies at:  gradstdy@cnu.edu  to schedule a time for the Thesis Format Review.

The staff in the Office of Graduate Studies carefully will inspect theses to insure that all copies meet the format and technical requirements for submission and that all copies are suitable for microfilming and binding. 

Deadlines for thesis format review are updated each semester and are available at:   http://gradstudies.cnu.edu/dates.htm or by contacting gradstdy@cnu.edu 

Presentation of Final Copies of the Thesis to the Office of Graduate Studies
Make all corrections listed by the Office of Graduate Studies and print four completed and acceptable copies of your thesis on white, acid-free paper.  

Two ( 2 ) of the copies must be unbound  and  Two ( 2 ) of the copies must be taken
or sent for binding. 

All four copies must include the title page signed by each thesis committee member and must be delivered to the Office of Graduate Studies by the appropriate deadline listed on the Graduate Studies website at:  http://gradstudies.cnu.edu/dates.htm 
The two ( 2 ) unbound copies must be submitted in:

separate manila envelopes     or 

in the boxes in which the paper is packaged when purchased. 

    A copy of the title page must be taped to the outside of each envelope or box. 

The two unbound are sent to the Captain John Smith Library and will remain in the CNU library. The bound copies are for the Office of Graduate Studies and the department of the Graduate Program Coordinator. 

The Library also will maintain and circulate a version of the thesis in electronic format if such a copy is made available by the graduate student.

All four copies of the thesis must be submitted to the Graduate Studies Office.
Students in the M.S.  Applied Physics and Computer Science degree program are required to present an electronic copy of the thesis in a format suitable to the department.

Additional Copies of the Thesis

In addition to the four required copies, departments may require one or more additional copies and the tradition of your field may warrant presentation of a copy to each member of your committee.  

Please consult with the members of your thesis committee for advice. 

Be certain to retain a high quality copy of the thesis for your own use.

When the final unbound and bound copies of the thesis are delivered to the Office of Graduate Studies, candidates for the master’s degree also may elect to complete and submit the University Microfilm, Inc. Master's Thesis Agreement Form.

University Microfilms, Inc.

University Microfilms, Inc. (UMI) will publish Master's Theses and thesis abstracts if certain requirements are met. The guidelines in this Manual conform to their standards. Information regarding UMI is available in the Office of Graduate Studies and from the web at:    http://www.umi.com .

Use of Copyrighted Materials in the Thesis

Students must certify (by signing the UMI contract) that they have obtained appropriate written permission for use of any copyrighted materials used in their thesis that exceed "fair use" guidelines. Copies of permission letters must be attached to the agreement form. UMI follows the "fair use" guidelines found in Chicago Manual of Style.

Literary Rights

With the written consent of your thesis advisor, you may present parts of the thesis at a professional meeting or publish it in a journal prior to submitting the thesis as a requirement for graduation. Publication in an un-copyrighted journal voids your literary rights for portions of the document used and precludes copyright of the thesis. If the journal is copyrighted, you are advised to gain assurance that the journal will not object to later microfilming or other form of publication of the thesis.

The Thesis Will  NOT  Be Accepted

Until ALL of the Requirements

Stated in this Style and Policy Manual ARE MET.

Stylebooks and Language

The thesis should be written in a style acceptable to scholarly journals in the subject field. Refer to Appendix A for any guidelines on style required by individual departments. If a certain style is not specified, use a general style manual. Among the best known are: Chicago Manual of Style, and A Manual for Writers of Term Papers, Theses, and Dissertations by Kate L. Turabian. Be sure the style manual you select is acceptable to your department and that the format specifications are not at variance with this manual. If you have a conflict with this manual, be certain to contact the Office of Graduate Studies to discuss your needs.

Requirements for Quality Paper 

The paper requirement is for white, acid-free paper. Acid-free paper is essential to ensure long-life during library circulation and to guarantee the highest quality resolution when microfilmed. 
Bring proof (box label, etc.) that the paper is acid-free to the Office of Graduate Studies at the time of the Thesis Format Review. The Office of Graduate Studies will determine the acceptability of paper for use in individual theses to be printed and bound.
Computer Printouts

Printouts must be reproduced on 8 1/2" x 11" paper identical to the rest of the text or printed directly onto final paper.

Computer printouts on continuous feed "fanfold" paper may not be submitted in their original form or mechanically trimmed to a standard page size. 

Type Style and Size

For best results, use a laser printer ( Dot Matrix printers are not acceptable ).
Script type is not acceptable. 

Italics must only be used where indicated by style standards. 

A standard print style such as Courier or Times New Roman should be used.

Font size must be no smaller than 10. 

The same equipment and typeface must be used throughout the thesis, including pagination and titles of figures and tables.

Symbols

Use word substitutes for formulas, symbols, superscripts, Greek letters, or other non-alphabetical symbols in the title. In the text if certain symbols are not be available on the word processor, these may be written neatly by hand with black indelible ink or photocopied into the final document, but legibility is critical. All material that can be typed must be typed.

Spacing

Thesis text must be double-spaced and printed on one side of the paper. 
The spacing of footnotes, tables, quotations and references must be consistent throughout the thesis and must follow the form specified by the chosen stylebook or department guidelines.

Corrections

Corrections on final copy, dirty type, dirty copies, strikeovers and interlineations are not acceptable.

Running Headers Policy
Do NOT use running heads to put title, name, chapter, etc. on each page. 
This information is unnecessary and running heads are not acceptable.

Margins

Left margin of each page must be a minimum of  1 & 1/2 inch ( 1.50” wide ) to allow for binding
When inserting tables, be certain the left margin remains at a minimum of 1 & 1/2 inch ( 1.50” wide ) from the left.  Note that when inserting tables using MS Word, it tends to place it outside the left margin.  To fix this issue, right click on the table and select “Table Properties” from the menu.  Look for the “Indent from left:” option and increase it from 0” to 0.1” or more.
Right margin of each page must be at least 1 inch wide
Top margin of each page must be at least 1 inch wide

Bottom margin of each page must be at least 1 inch wide
Blank Page Requirements
A blank sheet of paper is required prior to the Abstract.
A blank sheet of paper  or  a copyright statement is required prior to the Preface or Dedication.
    Do not number either of these pages. 

Page Number Placement

Page numbers may be centered at the top or bottom of the page and the numbers may be 1/2 inch to 1 inch from the top or bottom edge of the paper.

Page numbers also may be placed in the upper right-hand corner.
This placement requires one full inch of margin to the right of the numbers.

Numbers must be placed consistently throughout. 

A minimum of two blank lines must be left between text and page number.

Pagination (Page Order)
Each thesis must conform to the specific format and pagination order listed below:

Page Order
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Blank Sheet of Paper

Abstract

Title Page

Blank Sheet of Paper    or
  Copyright Statement


Preface or Foreword (optional)

Dedication (optional)

Acknowledgment (optional)

Table of Contents

List of Tables (if any)

List of Figures (if any)

List of Abbreviations (if any)


Body of Text

Appendices (if any)

Glossary (if any)

Literature Cited or References

Index (if any)


Blank Sheet of Paper
Number Style
These pages are not numbered.

Paginate consecutively

using lower case Roman

Numerals beginning with

ii.

Paginate consecutively using

Arabic numbers beginning with

1 on the first page of the text

and continuing to the end of the

index including interleaf pages,

if any.

This page is not numbered

Remember to number all text pages consecutively from the opening text page through all appendices.

Chapters  

Each chapter must begin on a new page with the chapter heading at the top of the page.  This page must be numbered.

Table and Figure Numbers  

Consecutive table and figure numbers must be used.

Section numbers  

Special numbering of a section of pages to set the section off is not permitted.

Illustrations (Figures, Maps, Photos, Tables)

Figures, maps, photos and tables are considered illustrations. 
Each illustration must be numbered. Consult the style manual which you are using for numbering and identification system. 
Be consistent. 
Illustrations should be listed by category in summary form in the preliminary pages.

Illustrations should be of the same print quality as the rest of the thesis. 
Illustrations may appear within the text as close to where referenced as possible; the same or following page is best. 
Illustrations may also be grouped as an appendix or separate section at the end of the thesis (after appendices) if such an arrangement is required by the department or committee. 
Be sure to indicate placement in the Table of Contents as List of Tables, etc. 

Note:  The best presentation of photos is to scan them digitally.

If figures must be hand drawn, they must be in indelible black ink or drawn and photocopied to produce clear and legible copies. 
All illustrations must conform to margin requirements. 
 If illustrations are larger, use photo reduction to get them to the proper size. 
 Page numbers and captions must remain full-size on pages with reduced materials.

Figures should be accompanied by captions on the same page where possible. If the figure is too large or the caption is too long to both be on the same page, the caption should appear by itself on the preceding page. You may place several captions on one page followed immediately by several figures.

Folded pages are not acceptable because the fold lines will eventually break in normal library use and the information may be lost.

Pockets are not acceptable because materials placed in a pocket can be lost in routine library use.
Unacceptable Illustrations

DO NOT INCLUDE:  
    Survey forms or any documents printed on both sides of the page or 
    material on or copied from colored paper.

Other Materials

Occasionally, an important aspect of the thesis must be presented as audio tapes, video tapes, film or slides. In these cases, two copies must be submitted. To ensure longevity, these items should be produced on the highest quality equipment and materials available.

Appendices

Materials copied from other sources must meet the same requirements as the body of the paper. 
Copies from books, maps, etc. must be clean and legible. There may be no residual shadows of page edges as created in the photocopying process. 
Copies taken from colored originals may produce "dirty" copies, which are not acceptable.

Please contact the Office of Graduate Studies with any questions you have

as you work toward preparing your thesis

for your committee to review.
gradstdy@cnu.edu                 757-594-7544

SAMPLE PAGES

The following nine pages are samples of an acceptable abstract page, title page, copyright page, dedication page, acknowledgements page, table of contents page, list of tables page, and list of figures page as described in this manual.  These pages provide format models for the preliminary pages of the thesis. Compliance with these formats in your thesis is required.  Please pay attention to margins, spacing, placement of page numbers, and capitalization.
Remember, do not number the preliminary pages up to and including the blank page or copyright statement following the title page. 
All subsequent preliminary pages before the first page of text should be numbered with consecutive lower case Roman numerals beginning with ii. 
                                                                       See the section on Pagination on page 11.

The Abstract  ( page 17 )
An abstract is a succinct summary of your thesis which should be clear enough to convey its essence to people who may not wish to read the full text. Abstracts should include a statement of the problem, procedures or methods used, the results and the conclusions. The body of the abstract must be double-spaced and printed on one side of the paper and must be no more than 150 words. 
Formulas and diagrams are not recommended for inclusion in the abstract. 
The abstract must be in English.

Title Page  ( page 18 )
The title page includes the exact title of your study arranged in inverted pyramid form, your full name as it appears on official University records, the year of your degree (do not include month or day), a statement that the document is submitted in partial fulfillment of the requirements of the master's degree and a listing of the full membership of the thesis committee.

Word your title carefully. Thesis directories and other sources commonly store thesis titles. Since information usually is retrieved electronically using key words, it is critical that your title accurately reflects the content of your thesis. The title must be the same on the Title Page, the Abstract and the UMI form.

Formulas, symbols, superscripts, Greek letters or chemical names must be expressed in word equivalents.

The title page is unnumbered.

Copyright Page  ( page 19 )
Master's degree candidates may apply for a copyright through the Library of Congress or through University Microfilm Inc., which involves a fee. The copyright page must be inserted in each copy and placed immediately following the title page. 
The copyright page is unnumbered.

Copyright protection exists for "original works of authorship" as soon as they become fixed in a tangible form of expression. Copyright protection subsists from the time the work is created in fixed form; that is, it coincides with the process of authorship. The copyright immediately becomes the property of the author who created it.

When a work is published under the authority of the copyright owner a notice should be placed on all publicly distributed copies. This notice should contain at least the symbol (or the word copyright), the year of publication, and the name of the owner of the copyright, as for example:  © 2010 John Patrick Doe. 

Dedication  ( page  20 or 21 )
Although optional, this is an opportunity to pay tribute to a special person or persons.

Acknowledgments    ( page 22 )

Although optional, this is an opportunity to recognize the thesis committee members and others who have contributed to the development of your thesis.

Table of Contents  ( page 23 )

Each thesis must have a Table of Contents which lists all the principal topics and subdivisions and their exact page numbers.

Individual entries and sections may be single-spaced, but between sections should be double spaced. 

The Abstract, Title Page, Dedication and Acknowledgments never are listed. 

Preface or Forward, List of Tables, List of Figures etc. are optional to include. 
However, if one List is included –  ALL  Lists must be included.
Each appendix must be listed and identified separately by a title.

Remember to number all text pages consecutively from the opening text page through all appendices.

The Table of Contents is numbered with a lower case Roman numeral.

List of Tables, List of Figures, Etc.  ( page 24 & 25 )
Titles of tables, titles of figures, etc. must appear on the list(s). These may be abbreviated if the title is too long to include.

Each List must begin on a new page, separate from other lists. 

The numbers of the tables, figures, etc. in the list must correspond to the number of the table or figure on the page where it appears. 

These pages are numbered using lower case Roman numerals.

( Sample of Thesis Abstract )
                                                                                 ( Unnumbered Page )
ABSTRACT

Title of Thesis:  
The Effect of Carbon Dioxide Enrichment

                                           Emission from an Emergent Wetland Plant         ( Give full title )
Degree candidate: 
Keith Michael Williams                                ( Give full legal name )
Degree and Year: 
Master of Science, 2010          ( Year in which thesis was completed )
Thesis directed by:  Mary Paul, Ph.D., Professor, Department of Biology,
                                Chemistry and Environmental Science

                                          ( Give name of Thesis Chair, his/her academic title and name of department )

( Text of Abstract must be 150 words or less and double-spaced )

( Note:  No terminal punctuation in abstract heading )
( Sample of Thesis Title Page )               
                 
                              ( Unnumbered Page )






( Note the inverted pyramid form of the title)


THE EFFECT OF CARBON DIOXIDE ENRICHMENT

ON METHANE EMISSION FROM AN

EMERGENT WETLAND PLANT
By

Keith Michael Williams
Thesis submitted to the Graduate Faculty of

Christopher Newport University in partial

fulfillment of the requirements

for the degree of

Master of Science
2010
Approved:


Mary Paul, Chair
_______________________________

Max Taylor      
_______________________________

Oliver Shields
_______________________________



(No titles)

 ( Sample of Thesis Copyright Page )                       
 
                            ( Unnumbered Page )

Copyright by Keith Michael Williams 2010
All Rights Reserved

( Sample of Thesis Dedication Page Option 1 )
         ( Numbered with Lower Case Roman Numeral )

DEDICATION

This is an opportunity to pay tribute to a special person or persons such as parents, a spouse, children and/or grandparents.  

This is repetitive sample text to demonstrate how the format of a dedication
page should look.  Note that there should be a single blank space between 
each paragraph.  This is repetitive sample text to demonstrate how the format
of a dedication page should look.  Note that there should be a single blank space between each paragraph.  This is repetitive sample text to demonstrate how the

format of a dedication page should look.  Note that there should be a single blank space between each paragraph.  

This is repetitive sample text to demonstrate how the format of a dedication
page should look.  Note that there should be a single blank space between
each paragraph.  This is repetitive sample text to demonstrate how the format 

of a dedication page should look.  Note that there should be a single blank space between each paragraph.  This is repetitive sample text to demonstrate how the format of a dedication page should look.  Note that there should be a single blank space between each paragraph.  

ii
( Sample of Thesis Dedication Page Option 2 )              ( Numbered with Lower Case Roman Numeral )
DEDICATION
To my parents and spouse for their unwavering support

ii
( Sample of Thesis  Acknowledgement Page )
               ( Numbered with Lower Case Roman Numeral )
ACKNOWLEDGEMENTS

The writer wishes to express appreciation to Dr. Mary Paul who chaired this thesis and provided ……….    I also wish to thank Dr. Max Taylor and Dr. Oliver Shields who served on my thesis committee and whose support………….. 
This is repetitive sample text to demonstrate how the format of a page of acknowledgements should look.  Note that there should be a single blank space between each paragraph.  This is repetitive sample text to demonstrate how the format of a page of acknowledgements should look.  Note that there should be a single blank space between each paragraph.  This is repetitive sample text to demonstrate how the format of a page of acknowledgements should look.  Note that there should be a single blank space between each paragraph.  
This is repetitive sample text to demonstrate how the format of a page of acknowledgements should look.  Note that there should be a single blank space between each paragraph.  This is repetitive sample text to demonstrate how the format of a page of acknowledgements should look.  Note that there should be a single blank space between each paragraph.  This is repetitive sample text to demonstrate how the format of a page of acknowledgements should look.  Note that there should be a single blank space between each paragraph.    

iii
( Sample of Thesis Table of Contents )
             
( Numbered with Lower Case Roman Numeral )
TABLE OF CONTENTS

Section
Page

List of Tables
iii

List of Figures
iv

Nomenclature
v

Chapter  I  Introduction
 1


Statement of Problem
 3


Purpose of Study
 4


Research Questions
 5


Description of Terms
 6


Conceptual Framework
 7

Chapter  II  Review of the Literature
12


Physiology of Problem
15


Sociology of Problem
20

Chapter  III  Methodology
30


Selection of Communities
31


Selection of Subjects
33


Collection of Data
40


Analysis of Data
43

Chapter  IV  Findings and Discussion
46


Description of Findings
47


Summary
50

Chapter  V  Conclusions
56

Appendix  A  Questionnaire
64

Appendix  B  Consent Form
65

Appendix  C  Data Figures
66

Glossary
67

References
68

iv
( Sample of Thesis List of Figures )
                      ( Numbered with Lower Case Roman Numeral )
LIST OF TABLES

Number
Page

1.
Relationship between cattail biomass and NEE in summer
12

2.
Relationship between cattail biomass and NEE in winter
13

3.
Relationship between cattail NEE and methane flux in winter
14

4.
Relationship between sawgrass and methane flux in summer
16

v
( Sample of Thesis List of Figures )
              
( Numbered with Lower Case Roman Numeral )
LIST OF FIGURES

Number
Page

1.
Vicinity Map
12

2.
Parcel Plan
13

3.
Land Use
14

4.
Local Access
16

5.
Climate
17

6.
Land Forms
18

7.
Site Topography
21

8.
Views
24

9.
Functional Relationships
28

10.
Spatial Magnitudes
36

vi
Appendix A:

Departmental Guidelines

Style Manual required by each degree program:

Degree
Style Manual
M.S.  Applied Physics and Computer Science
AIP Style Manual, 4th
                                                                                                 Edition

M.S.  Environmental Science
Scientific Style and 


Format: The 
CBE Manual for Authors, Editors,
and Publishers in the Biological Sciences, 7th Edition

Appendix B:
Review Board for the Protection of Human Subjects Guidelines

All proposals should be submitted to the Chair of the Review Board for the Protection of Human Subjects (RBPHS).  Proposals may be submitted electronically via e-mail to the RBPHS Chair or in hard copy via campus mail.  If hard copies of the proposal are submitted, the researcher should provide SIX copies of the proposal, cover letter, and supporting documents.                                                                                              http://provost.cnu.edu/IRB.htm
Cover Letter:  Proposals must be accompanied by a cover letter stating how the research will address the RBPHS principles:

The researcher must respect his/her subjects.

Subjects must be protected from danger.

There must be the prospect of some good resulting from the research.

The researcher must remain just and impartial.

Supporting Documentation:  All documents that will be given to subjects in the research must be provided as addenda to the proposal.  These should include, but are not limited to, the informed consent forms, questionnaires, surveys, assessments, and debriefing forms.  Additionally, if outside agencies (e.g., other universities, hospitals, etc.) will be involved in the research, documentation of permission/IRB approval from these agencies must also be submitted.


Research Proposal:  The research proposal should provide the following information.

1.  Project Title:
2.  Project Director(s):
3.  Abstract.  The abstract should include information on the background and rationale for the

     project as well as a description of the research protocol that involves human subjects.

4.  Fair selection of subjects.  A mechanism must be outlined to show that selection of subjects

     is random within the stated parameters.

5.  Informed consent.  A subject should know what is expected from him/her during the

     experiment, what risks, if any, are involved, how the researcher plans to maintain

     confidentiality and anonymity, and how the results of the research are going to be used.

6.  Confidentiality and anonymity.  Procedures for maintaining confidentiality must be outlined

     in detail.

7.  Freedom from coercion and exploitation.  Especially when the researcher may be a teacher

     or supervisor of the subject, the subject needs to know that participation or nonparticipation in

     the research will not effect his/her class grade or job.  The subject must also be assured that

     he/she can withdraw from the research at any time.  Participation in and/or completion of the

     experiment by a subject cannot be made a class/job requirement.

8.  Protection from physical and mental stress.  Every precaution must be taken to prevent any

     physical, emotional or mental harm or distress to the subjects, either during or as a

     consequence of the research.

9.  The project’s benefits.  An outline of the project and the expected use/benefits of the results

     should be included.  Could other animals serve as well as humans as subjects of this experiment?
10. Post research debriefings.  After the research is completed, explanations about the research
      should be made available to all subjects requesting such information.  Included in this

      responsibility is the correction of any misconceptions that may have arisen during the course

      of the research.
Appendix C:
Directions to Bindery

The closest bindery to the campus is:

Long's Roullet Bookbinder's, Inc.

2800 Monticello Avenue

Norfolk, Virginia, 23504

623-4244 *
http://longs-roullet.com/index.htm
The bindery usually is open for drop-off and pick-up of orders:
    8:30 a.m. until 4:30 p.m.  Monday through Thursday
    8:30 a.m. until 4:00 p.m.   Friday       and  
    8:30 a.m. until noon         Saturday
    *Please call to verify times before driving to the bindery.

Directions from CNU
Take  I-64 East to Granby Street.      Take  Exit  # 276. 
Follow signs to the Norfolk Zoo.   Zoo will be on the left. 

St. Mary’s Cemetery will be just after the zoo, at which point Granby Street will fork to the left.   

Continue straight.    Do not follow Granby. 

The next fork in the road will be for Monticello Avenue.  Head toward Monticello.
The bindery is about two blocks up on the left at 28th Street and Monticello Avenue.  

The Bindery is a white, one story building located next to Long’s Religious Supply.
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