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TDiLP Phase 5 Form: 
Checklist for Processing Completed Dissertations 

Complete and bring this form with you when you submit your final copies of your dissertation.  Once all items 
are received by the EDLR Program Office, the College of Education will verify with the Registrar that all 

dissertation requirements have been completed. 
Student Name:  

Student 
Initials 

  For EDLR 
Office 

Use Only 

 

 
1. Dissertation 

   

  A. Three Complete Sets      

  B. Completed Checklist (this form)       

  C. Verification of format and proofreading form (page 2)      

  D. Extra printed copy of abstract      

  E. Extra printed title page (unsigned)      

 2.  Title Pages      

  A. Five copies of the Title Page      

  B. All signed by all committee members      

 3.  Fees (payable to Seattle University) Write in memo line “Dissertation Fees”      

  A. $115.00 dissertation fee (amount published in Graduate Bulletin)      

  B. $55.00 for copyright (if applicable – optional; see page 6 of ProQuest form)      

 4. Publishing Information – ProQuest Form      

  A. Page 4:  all information completed and signed      

  B. Page 5: “Dissertation/Master’s Thesis Submission Form“ complete      

  C. Page 6: Copyright signed (if applicable – optional; $55 copyright fee)      

       Registrar 
requirement 

marked 
complete   Student  Date   

          

  EDLR Admin Assistant  Date Complete      
 

Dissertation and Copyright Fees 
Please pay both fees by check, payable to Seattle University with “Dissertation Fees” on the memo line. You 
may pay dissertation and copyright fees together on one check.   

 
Dissertation Fee: $115.00 (Required) 
Copyright Fee: $55.00 (If Applicable – Optional)  

 
The dissertation fee is required of all EDLR students when they submit their dissertation.  This fee is listed 
in the Graduate Bulletin and covers publication, postage, and binding.   Two of the dissertations are held 
in A.A. Lemieux Library at Seattle University and the third copy is given to your dissertation chair. 
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Verification of Format and Proofreading Form 
Student Name:  

Please initial each item and sign at the bottom. 
 

1. 
I have read this final draft to assure the content is correct as approved by my 
committee. 

 
2. I have proofread every page to eliminate typing, spelling, and grammatical errors. 

 
3. I have examined every page to assure proper format has been followed throughout. 

Dissertation Format Clearance Checklist 
 

1. Five signed title pages correct in format and content. 
 

2. Correct paper quality (acid-free bond, 20 lb.). 
 

3. Correct quality type and/or duplication. 
 

4. Correct margins (1.5" left, 1" top, right and bottom). 
 

5. Correct indentations (0.5" for paragraphs, 0.5" for set-off quotes). 
 

6. No errors in APA style, EDLR format, or English grammar. 
 

7. 
No more than two APA style or EDLR format errors of any type found in 10-page spot-
check. 

  Page numbers of pages checked:  
 

8. I certify that the format of this dissertation is correct. 
   

Student Signature  Date 
 
 

Personal Bound Copies 
 

If you wish to have personal copies bound, the bindery that SU uses is HF Group: 
http://www.acmebinding.com/ and (509) 529-4220.  

 
You can submit binding orders online to the binding company directly at 
http://www.hfgbinding.com/thesis-binding by submitting your dissertation electronically.  If you 
wish to submit a scanned copy of your signed title page, please let the administrative assistant 
know when you submit your dissertation materials to the EDLR office.  We can provide you with a 
scanned copy via email to include in your binding order.  
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