
Dissertation and Thesis Submission Process Flowchart

1. Format Review

Tip: Know Your Deadlines!
Familiarize yourself with the four 
major and mandatory deadlines: 
 

1. Apply to graduate
2. Submit initial format review
3. Defend your thesis
4. Submit final thesis/dissertation 

 

Find upcoming deadlines:

2. Defense

3. Upload Final 
Submission

4. Committee 
Approval

5. Final Graduate 
School Approval

Use this flowchart to stay on track with thesis and dissertation requirements 
that all Penn State graduate students must meet to graduate on time.

Upload your thesis or dissertation to the Electronic Theses and 
Dissertations (ETD) website. Make sure your file has the following:

• Title page 
• Table of contents
• Committee page 
• At least three chapters

Within 2-3 weeks, the Office of Theses and Dissertations (OTD) will email 
you a PDF with comments for you to address. Students only need to do a 
format review once. Please remember to “Apply to graduate” in LionPATH 
by the specified deadline. If you have not applied, your final thesis or 
dissertation cannot be approved.

Doctoral students: If you have not done so already, schedule your doctoral 
defense. 

Master’s students: Please direct all questions concerning master’s theses 
defenses to your program.

To upload your final submission: 

1. Pay the fee through the payment portal.
2. Use comments from OTD and your committee to make all necessary 

corrections.
3. Submit your final submission to ETD.

No changes can be made after the final is submitted.

This is a separate process from committee approval of your defense. 

After uploading your final submission, the ETD website will indicate that it is 
in “Pending Status.” When this happens, a series of approvals will need to 
take place in the order below. Each approver will receive an email when it 
is their turn to review and approve. The student also gets notified.

1. Advisor
2. Committee members
3. Graduate program head or professor in charge

Committee approval is not final approval for your thesis or dissertation.

After the committee approves, OTD will review one final time. If further 
corrections are needed, your dissertation will be rejected and sent back. 
Once it is free of errors, OTD will mark your dissertation as approved, and 
you will receive an email confirming this.

When you receive email confirmation, you will know your thesis or 
dissertation is complete.

The End!
Now that you have finished your submission, you have completed your thesis/dissertation 
requirements. If not, contact your program immediately. Theses and dissertations are released to 
the University Libraries approximately one week after your degree is awarded depending on your 
embargo status. If you chose a restricted embargo your work will be on hold for two years.


	TABLE OF CONTENTS
	INTRODUCTION
	The Role of the Office of Theses and Dissertations
	Responsibility of the Author for the Thesis or Dissertation

	SUBMISSION AND REQUIREMENTS
	Deadlines and Format Review

	SUBMISSION PROCESS FLOWCHART
	TEXT-BASED SUBMISSION PROCESS
	Step 1: Format Review
	Step 2. Defense
	Step 3. Upload Final Submission
	Step 4. Committee Approval
	Step 5. Final Graduate School Approval
	The End!
	Submitting Your Work and Embargo Statuses
	Applying to Graduate
	Fees
	Electronic Approval
	Final Submission and Approval
	Letter of Certification

	FORMATTING REQUIREMENTS
	Type Specifications
	Margins
	Page Numbers
	Documentation of Sources in the Text

	FRONT MATTER
	Title Page
	Committee Page
	Abstract
	Table of Contents
	List of Figures, List of Tables, etc.
	Acknowledgments
	Preface
	Epigraph or Frontispiece

	BACK MATTER
	Bibliography or References
	Appendices
	Vita

	TABLES AND FIGURES
	Captions and Numbering
	Placement of Tables and Figures
	Landscape Pages
	Sources

	SUPPLEMENTARY FILES AND CONTENT
	Separate Caption Page
	Reduced Type Size

	COPYRIGHT AND RELATED ISSUES
	Copyright
	Attribution and Citation
	Copyright Notice and Copyright Registration
	ProQuest and Copyright
	Patents
	Archiving and ProQuest
	Dissertation Publishing
	Information Regarding Embargo Statuses
	Master’s Theses in the University Libraries
	Letters of Permission
	First Author Requirement
	Preprints and Reprints
	Classified Material

	OTHER REQUIREMENTS AND SPECIAL CASES
	Use of Human or Animal Subjects, Biohazardous Materials, or Radioisotopes in Research
	Thesis/Dissertation in a Foreign Language
	Journal or Alternative Format

	FREQUENTLY ASKED QUESTIONS
	APPENDIX A SAMPLE PAGES
	Doctoral Title Page Example
	Master’s Title Page Example
	Doctoral Committee Page Example
	Master’s Committee Page Example
	Example Table of Contents
	Example List of Figures
	Example List of Tables

	SURVEY OF EARNED DOCTORATES
	ALTERNATIVE MEDIA REQUEST



