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Formatting Checklist 
Please review the following questions before sending your document for a format review. 
Note: 
This checklist does not contain all the requirements.
 The HSU thesis/project format 
requirements found at 
https://humboldt.edu/gradprograms/node/21
•
Are preliminary pages in the correct order? Is the abstract page number “ii” placed 
bottom-center? 
•
Is your degree listed correctly? See degree programs in the 
university catalog
 for official 
degree titles. 
•
Is the font Times New Roman with font size 12? Is the text double-spaced? 
•
Does each new chapter (or heading level 1) begin on a new page? 
•
Are the page margins for the entire document: bottom and top at 1.3 inches; left at 1.5 
inches and right at 1 inch? Do your figures and/or tables fit inside the page margins? 
•
Is the first page of text (example Chapter 1 or Introduction) numbered “1” in the upper 
right-hand corner? 
•
Did you use the Styles function in Word to designate headings and subheadings? If not, 
instructions may be found on the thesis / project help webpage at 
•
Are primary headings and subheadings included in the table of contents? 
•
Do tables have clear column headings that provide context and assist in navigation of 
the table’s contents? Is top row of each table is identified as a header row in Table 
Properties? Is Repeat Header Rows marked for this header row?
•
Did you add alternative text (Alt Text) descriptions to all figures and tables? If not,  
instructions may be found on the thesis / project help webpage at 
To request a format review, e-mail Graduate Studies at 
hsugrad@humboldt.edu
1)
Attach your thesis or project as a Word document.  
2)
Include the following statements in your email message  
I have read the HSU thesis/project format requirements found at 
https://humboldt.edu/gradprograms/node/21
The style (for example: APA, ASA, CBE, MLA) designated by my advisor, 
committee or program is: 
•
Can all figures, graphs and charts be understood without the use of color?
http://www.humboldt.edu/gradprograms/node/17
http://www.humboldt.edu/gradprograms/node/17

