
Thesis Defense Forms 

1. UF Graduate School Thesis Instructions 

2. Defense Announcement – submit two weeks prior to scheduled defense 

a. This form should be completed and sent to the Graduate Program Assistant for email 
distribution no later than two weeks prior to your scheduled oral defense.  

3. Final Exam Form – signed at defense and returned to FLG240 for processing 

a. The entire supervisory committee signs at the defense. The Graduate Program Assistant 
will submit a confirmation of this form through SIS to the Graduate School immediately 
following your successful oral defense.  

4. ETD signature Page – signed at defense and returned to FLG240 for processing 

a. The entire supervisory committee signs this form at your defense. If the committee wants 
revisions made to the final document, the committee chair may hold this form. GIMS will 
not be updated until the committee chair submits this form to the Graduate Program 
Assistant stating that the student has been cleared to make the final submission.  

5. Publishing Agreement – signed at defense and returned to FLG 240 for processing 

a. This form will be signed at the defense by the student and the committee chair. Most 
students choose the 2-year campus restriction if planning to publish this research 
elsewhere. Secret is intended for those seeking a patent, etc.  
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FORMS & INSTRUCTIONS for FTP or CD submission of your Doctoral Dissertation or Master's Thesis 

Important Notes 
• If you are reading this, your institution does NOT participate in our online submission service. That means you will provide your 

submission package to your graduate school or other designated office, and they will deliver it to us. 

• Your university or library may have specific policies regarding dissemination of, and access to, your dissertation. You should understand 
your institution's policies clearly before you complete the ProQuest forms and submit your dissertation. 

• You own and retain copyright to your dissertation. ProQuest only acquires a non-exclusive right to distribute your work according to 
options you choose. 

• Most universities hold all submitted dissertations and theses until the end of the semester or quarter, then deliver them to us all at once. 
Once your manuscript actually arrives at ProQuest, another 6 to 10 weeks are required for processing. 

• You can increase the chances of a speedy publishing process by following all instructions, guidelines, and requirements precisely. Use the 
Submission Checklist. And if you have any questions, call our Author Relations Team at (800) 521-0600 ext. 77020. 

ProQuest Publishing Agreement Quick Start 
1. Read and understand the ProQuest Publishing Agreement. This 

agreement grants ProQuest the right to reproduce and 
disseminate your work according to the choices you make. This 
is a non-exclusive right; you may grant others the right to use 
your dissertation or thesis as well. You retain your copyright. 

2. Choose your publishing option, Open Access Publishing Plus or 
Traditional Publishing. 

3. Select any necessary embargoes and restrictions. Note: your 
institution may have explicit policies regarding embargoes and 
restrictions, dissemination and access. Check with your 
graduate school or its equivalent to be sure you comply with 
institutional policies. 

4. Sign the ProQuest Publishing Agreement. Publication of your 
work may be delayed or impossible if your signature is missing. 

Submission Form 

Personal information 
We require a limited amount of personal information to process 
your submission and provide records to your institution. Provide 
your name exactly as it appears on the title page of your manuscript. 
We request your Country of Citizenship because libraries and 
researchers are often interested in searching for all dissertations 
published by authors of a given nation or region. We use your 
personal information solely for publishing and dissemination, and do 
not sell or supply your personal information to any third party. 

Degree & Dissertation or Thesis Information 
We use this information to create the bibliographic data that 
establishes your work in the primary literature. It is important this 
information is accurate and corresponds precisely with the 
information in your manuscript. Discrepancies between the data you 
provide in this form and your manuscript can delay publication of 
your work and make it difficult for other researchers to discover it. 
Please use full and official names when completing the information 
about your institution and your advisor and committee members. 

Title Guidelines 
• In databases and indices, your title will appear in sentence case 

regardless of the conventions of your discipline; e.g., "The long 
and short of it: a sample title." 

• Whenever possible, use full proper names. For example: 
"Samuel Clemens" not "S. Clemens"; Hy/a arenicolor, not H. 
arenicolor. 

• Try to spell out abbreviations for specialized vocabulary; e.g., 
"Triassic" rather than "Tr." 

• Use word substitutes for formulas, symbols, superscripts, 
subscripts, Greek characters, etc. For example, use 
"potassium", not "K"; "first", not "1st "; "delta", not "t:J.". 

• Be sure to include all appropriate accents and diacritical marks. 

Subject Categories 
The first (primary) subject category that you enter is the one under 
which your dissertation or thesis will occur in our citation and 
abstract indices. Using Guide 2: ProQuest Subject Categories 
(attached), choose the category that most closely corresponds with 
the field in which you did your graduate research. You may add one 
or two more secondary subject categories; these will be associated 
with your work and may increase its exposure to search engines. 

Keywords 
Adding good keywords is another way to increase the chances your 
work will be discovered. For example, geographic locations or 
specialized terms that do not occur in your title or abstract can 
increase exposure of your work. 

Contact Information 
Provide a future mailing address and telephone numbers. If there is 
an issue with your submission and we are not able to reach you, 
release of your dissertation or thesis and production of any print 
copies you order will be substantially delayed. Provide a permanent 
email address such as gmail. 

Additional Materials 

Required Permissions 
Any necessary co-authorship or copyright permissions must be 
secured. If you share authorship with anyone else for any part of 
your dissertation or thesis, you need to acquire their permission to 
include that content. If any content in your manuscript, including 
appendices, is already under another copyright, you need to acquire 
permission from the copyright holder to use that content. All such 
permissions must accompany your submission. Go on line for more 
information and a sample permission letter: 
http://www.proguest.com/go/authorservices 

Optional 
Supplementary files on digital media. See the website to learn about 
including multimedia material : 
http://www.proguest.com/go/authorservices 
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Completed Submission Package 
All materials should be packaged together and delivered to the appropriate office on your campus. A complete submission package includes: 

• Signed ProQuest Publishing Agreement 

• COMPLETED Submission Form 

• 1 extra copy of your Title Page, identical to the one in your manuscript 
• 1 extra copy of your Abstract, identical to the one in your manuscript 

• Your complete manuscript 

• Any payments you will make directly to ProQuest LLC (either a certified check in U.S. dollars or valid postal money order in U.S. dollars) 
• Any permission letters necessary to use material under another copyright in your manuscript 
• Copyright Registration Form, if you want us to register your copyright 

• Any supplementary multimedia material on CD/DVD 

Checklist 
D Have you indicated your choice of Open Access Publishing Plus or Traditional Publishing? 

D Have you indicated any necessary embargoes or restrictions? 

D Have you signed the ProQuest Publishing Agreement in the space provided? 

D Have you indicated the type of manuscript that you are submitting (Master's Thesis or Doctoral Dissertation)? 

D Have you enclosed any payments that you will make directly to us, for the publishing fee and/or copyright registration? Please ensure that 
whatever form of payment you use will not expire in the 6 months following your submission. 

D Have you provided a permanent or future email address where we can reach you if there are any problems processing your submission? 

D If you chose to have us register your copyright, have you completed the Copyright Registration Form? 

D Is the title of your dissertation identical on the submission form, abstract, and title page of your manuscript? 

D Have you included any permission letters necessary to use material under another copyright in your manuscript? 

D Is your full name identical on the submission form, abstract, and title page of your manuscript? If not, we will use the name as it appears on 
your title page. 

D Are the full names of your advisor/committee chair and committee members identical on the submission form and in your manuscript's 
front pages? 

D Have you indicated one or more subject categories that describe your disciplinary area? 

D Have you provided keywords that will help search engines discover your research? 

D Are all pages of your manuscript present and appropriately numbered? The most common problem with submissions is missing pages. 

D Have you enclosed a payment or provided a credit/debit card number, expiration date, and signature for copies of your dissertation/thesis 
for your personal use? Please ensure that whatever form of payment you use will not expire in the 6 months following your submission. 

Questions? 
http:llwww.proguest.com/go/dissertation 

See our website for answers to many questions, and for information about why most universities and colleges in North America require their 
graduates to submit their dissertations and theses to ProQuest. In the "Authors" section of the website, topical information includes links to the 
following Guides: 

• Preparing Your Manuscript 

• ProQuest Subject Categories 

• Open Access versus Traditional Publishing 

• Embargoes and Restrictions 

• Copyright Guide 

Our Customer Service Team is available by phone at (800) 521-0600 ext. 77020 or by email at disspub@proquest.com 
Need help selecting a subject heading? Contact our editors at (800) 521-0600 ext. 74883 (Arts, Business, Education, Social Sciences, and 
Humanities) or ext. 74881 (Behavior, Natural and Physical Sciences, Mathematics) 
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2016-2017 ProQuest Publishing Agreement 

This Agreement is between the author (Author) and ProQuest LLC, through its ProQuest Dissertation Publishing business (formerly ProQuest/UMI). 
Under this Agreement, Author grants ProQuest certain rights to preserve, archive and publish the dissertation or thesis (the Work), abstract, and 
index terms provided by Author to ProQuest. 

Section I. License for Inclusion of the Work in ProQuest 
Publishing Program 

Grant of Rights. Author hereby grants to ProQuest the non­
exclusive, worldwide right to reproduce, distribute, display and 
transmit the Work (in whole or in part) in such tangible and 
electronic formats as may be in existence now or developed in the 
future. Author further grants to ProQuest the right to include the 
abstract, bibliography and other metadata in the ProQuest 
Dissertations & Theses (PQDT) database and in ProQuest 
Dissertation Abstracts International and any successor or related 
index and/or finding products or services. 

ProQuest Publishing Program-Election and Elements. The rights 
granted above shall be exercised according to the publishing option 
selected by Author in Section Ill, Author Options, and subject to the 
following additional Publishing Program requirements: 

• Redistribution of the Work. Except as restricted by Author in 
the publishing option selected, the rights granted by Author 
automatically include (1) the right to allow sale and distribution 
of the Work, in whole or in part, by agents and distributors, and 
(2) the right to make the Abstract, bibliographic data and any 
meta data associated with the Work available to search engines 
and harvesters. 

• Restrictions. ProQuest will use commercially reasonable efforts 
to restrict the distribution of the Work as provided under the 
publishing option selected by Author or as later elected by 
Author through direct contact with ProQuest. Such election is 
subject to Author's Degree Granting Institution Directives (see 
below). With respect to restrictions requested after submission 
of the Work, Author acknowledges that ProQuest cannot recall 
or amend previously distributed versions of the Work. 

• Removal of Work from the Program. ProQuest may elect not to 
distribute the Work if it believes that all necessary rights of 
third parties have not been secured. Refer to the website 
http://www.proguest.com/go/dissertation for information about 
copyright and your dissertation or thesis. If Author's degree is 
rescinded, and/or the degree-granting institution so directs, 
ProQuest will expunge the Work from its publishing program in 
accordance with its then current publishing policies. 

• Degree Granting Institution Directives. Author is solely 
responsible for any conflict between policies and directions of 
Author's degree-granting institution, Author's choice of 
publishing model, and/or any restriction Author places on the 
use of the Work. For the avoidance of doubt, ProQuest is not 
responsible for access to the Work that is provided by Author's 
degree-granting institution through its library or institutional 
repository. Author must work directly with Author's degree 
granting institution to ensure application of any restrictions to 
access relating to the Work by Author's degree granting 
institution. 

Copyright and Deposit with the Library of Congress. At Author's 
option and upon payment of the applicable fee, ProQuest will 

submit an application for registration of Author's copyright in the 
Work in Author's name. In addition, regardless of whether copyright 
registration of the Work is sought, ProQuest may make a copy of the 
Work available to the Library of Congress in digital, microform or 
other format as required by the Library of Congress. 

Publishing Fees and Royalties. Author shall remit the publishing fees 
and the optional copyright registration fees as appropriate for the 
publishing option chosen by Author, and as specified by Author's 
degree-granting institution. Except as provided under the Traditional 
Publishing option, no royalties shall be due from ProQuest to 
Author. 

Delivery of the Work. Author shall provide to ProQuest the Work 
and all necessary supporting documents, according to the 
Instructions accompanying this agreement. 

Rights Verification. Author represents and warrants that Author is 
the copyright holder of the Work and has obtained all necessary 
rights to permit ProQuest to reproduce and distribute third party 
materials contained in any part of the Work, including all necessary 
licenses for any non-public, third party software necessary to access, 
display, and run or print the Work. Author is solely responsible and 
will indemnify ProQuest for any third party claims related to the 
Work as submitted for publication. 

Section II-A. Rights pursuant to Traditional Publishing 

Author's election of Traditional as the Type of Publishing confirms 
Author's choice to have ProQuest publish the Work according to the 
Traditional Publishing option described below. 

• Traditional Publishing. ProQuest may exercise the rights 
granted under Section I above including through the sale of 
individual copies of the Work in tangible or electronic media 
and/or as part of electronic database and reference products or 
services. 

• Publishing Fees and Royalties. Author's payment of the 
dissertation or thesis publishing fee is a one-time, up-front fee. 
Author's institution may assess additional fees to be collected 
along with the publishing fee. ProQuest will pay royalties of 
10% of its net revenue from sales of the Work, conditioned on 
Author maintaining a current address on record with ProQuest. 
Royalties will be paid when accrued earned royalties reach 
$25.00. If, after 25 years, earned royalties do not accrue to at 
least $25.00, ProQuest's royalty payment obligation will cease 

Section 11-B. Rights pursuant to Open Access Publishing Plus 

Author's election of Open Access as the Type of Publishing confirms 
Author's choice to have ProQuest publish the Work according to the 
Open Access Publishing option described here. 

• Open Access Publishing Plus. In addition to the rights granted 
under Section I of this ProQuest Publishing Agreement, 
ProQuest may reproduce, distribute, display and transmit the 
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Work in electronic format in the ProQuest Dissertations & 
Theses database, where it may be made available for free 
download. A subset of the ProQuest Dissertations & Theses 
database may be accessed by the academic community as well 
as through major search engines and open access harvesters. 
ProQuest may also provide an electronic copy of the Work to 
Author's degree-granting institution where it may also be 
posted for free open access. Learn more: 

• Copy Sales. ProQuest and its agents and distributors may offer 
copies of the Work for sale in tangible media, including but not 

Section Ill. Publishing Options & Signature 

limited to microform, print and CD-ROM, as well as electronic 
format individually or as part of its electronic database and 
reference products and services. No royalties shall be due to 
Author. 

• Publishing Fees. Author's payment of the additional Open 
Access fee is a one-time, up-front fee in addition to the 
ProQuest dissertation or thesis publishing fee. Author's 
institution may assess additional fees to be collected along with 
the Open Access and publishing fees. 

Select the publishing options below that best fit your interests and scholarly publishing obligations. 

Traditional Publishing 

□ I want to make my work widely available and I want to be eligible to receive royalties on the sale of my work. 
• I understand that I must maintain a current mailing address with ProQuest in order to be eligible to receive royalties. 
• I understand that the ProQuest fee for Traditional Publishing is $25, and that my graduate institution may pay all or a portion of the total 

fee as well as may require additional fees in association with my submission to ProQuest. 

Open Access Publishing Plus 

□ I want the broadest possible dissemination of my work, and I want to provide free global access to the electronic copy of my work via the 
internet. 

• I understand that I will not be eligible to receive royalties. 
• I understand that the ProQuest fee for Open Access Publishing Plus is $120, and that my graduate institution may pay all or a 

portion of the total fee as well as may require additional fees in association with my submission to ProQuest. 

Select Publishing Options 

I want my work to be available as soon as it is published. 

□ Yes 
□ No - I would like access to the full text of my Work to be delayed for the following period of time: 

□ 6 month embargo 
□ 1 year embargo 
□ 2 year embargo 

Note: Most institutions have delayed release (embargo) policies; please consult with your Graduate School/Program if you need to delay the release of your Work. 
Access to the full-text of your work will be delayed for the time period specified above, beginning from the date that we receive your manuscript at ProQuest. During 
this time, only your citation and abstract will appear in the ProQuest Dissertations & Theses database (PQDT). 

I want major search engines (e.g. Google, Yahoo) to discover my work. 
□ Yes 
□ No 

Learn more: http://www.proquest.com/go/dissertations-google 

Acknowledgment: I have read, understand and agree to this ProQuest Publishing Agreement, including all rights and restrictions included within 
the publishing option chosen by me as indicated above. 

REQUIRED Author's signature __________________________ Date _______ _ 

(Print Name) ____________________________________________ _ 

Institution conferring degree ____________________________________ _ 

This page must accompany your manuscript and the rest af the submission materials. 
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