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SUBMITTING YOUR THESIS,  
DISSERTATIONS AND RESEARCH PROJECT 

 
Please format theses, dissertations or research projects according to the following guidelines 
before submitting your work to Digital Commons.  
 
Checklist 

□ Step 1: Name the file that you submit using the convention specified below. 

□ Step 2: Format cover page of the text document as seen in example on page 2. 

□ Step 3: Email work as a Word Document or open source format (.rtf), to 
digitalcommons@lmu.edu 

□ Step 4: Fill out the Electronic Theses, Dissertations, and Research Projects Form and 
return to the William H. Hannon Library, 3rd floor, Room 316.  

 
STEP 1: File Naming convention 

Name the file that you submit using the convention specified below: 

FirstnameLastname_Department_TypeOfWork_Year 

Examples:  
JaneDoe_English_Thesis_2012 
JaneDoe_English_Dissertation_2012 
JaneDoe_English_ResearchProject_2012 
 
STEP 2: Cover page formatting 

Format cover page of the text document as seen on page 2. Your name must match on both the 
Electronic Theses, Dissertations, and Research Projects Form and the cover page to be accepted.  

Step 3: Email Submission 

Submit ONE FILE to digitalcommons@lmu.edu that contains the cover page, abstract, 
introduction, table of contents, faculty committee signatures, main text of your work, 
bibliography and so on. Please submit your file in Word (.doc/.docx) or open source format (.rtf), 
not as a PDF. Submit any supplementary files such as Power Point presentations, audio-video, 
image or other files as separate attachments. If your file is too large to attach in an email, please 
upload it to a cloud-based service such as Google Drive or Dropbox and share it with 
digitalcommons@lmu.edu. 
 
If you have any questions regarding the guidelines, please contact digitalcommons@lmu.edu. 

mailto:digitalcommons@lmu.edu
mailto:digitalcommons@lmu.edu
mailto:digitalcommons@lmu.edu
mailto:digitalcommons@lmu.edu
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Title of Thesis/Dissertation/Research Project 

by 

Author [First Name Last Name] 

A thesis/dissertation/research paper presented to the 

Faculty of the Department of 
[Department name] 

Loyola Marymount University 

In partial fulfillment of the 
Requirements for the Degree 

[Master of Arts/Science/Doctorate] in ________ 

Month Date, Year [May 1, 2017] 
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ELECTRONIC THESES, DISSERTATIONS AND RESEARCH PROJECTS FORM 

Before filling out this form, did you… 

□ Name the file that you submitted using the convention specified

□ Format cover page

□ Email work as a Word Document or open source format (.rtf), to
digitalcommons@lmu.edu. Do not send as PDF.

Please print and complete this form, which must be received by the William H. Hannon Library before a 
thesis or dissertation can be posted to the Library’s online Digital Collections. All information and a 
signature is required (Name on title page of thesis or dissertation should be the same). Please handwrite 
clearly or type.  

STUDENT INFORMATION 

______________________________ _______________________________ ___________________ 
Last/Family Name   First Name   Middle Name/initial 

________________________________________________________________________________ 
Student ID 

_________________________________________________________________________________ 
Address 

_________________________________________________________________________________ 
Phone Number 

_________________________________________________________________________________ 
Email address  

_________________________________________________________________________________ 
College/School Name (ie: Bellarmine College of Liberal Arts, College of Communication and Fine Arts, or School of Film and Television)

_________________________________________________________________________________ 
Degree Objective 

_________________________________________________________________________________ 
Date Submitted 

_________________________________________________________________________________ 
Title of Thesis or Dissertation  

mailto:digitalcommons@lmu.edu
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ACCESS RESTRICTIONS 

My electronic thesis or dissertation can be made accessible via the Library’s Digital Collections with the 
following status (select one): 

□ Option 1: Provide open access to my electronic thesis or dissertation on the internet

□ Option 2: Limit access to my electronic thesis or dissertation on the internet only to the LMU campus
community

□ Option 3: Place an embargo on access to my electronic thesis or dissertation for a given period from
date of submission (select one):

□ 6 months  □ 1 year  □ 3 years

Reason: □ Patent □ Privacy □ Other __________________________________

THESIS OR DISSERTATION COMMITTEE INFORMATION 

The final thesis or dissertation has been reviewed and accepted by the thesis or dissertation committee and 
chair. 

___________________________________________________________________________________ 
Advisor/Committee Chair Signature   Print Name   Date 

STUDENT AGREEMENT 

I hereby authorize Loyola Marymount University William H. Hannon Library, a non-exclusive, perpetual 
right to electronically store and provide online access to my thesis or dissertation. I grant the Library 
permission to electronically archive, copy, or convert my electronic thesis or dissertation for non-
commercial use, for preservation purposes and to ensure future accessibility. In granting this permission, I 
hereby understand that my thesis/research project/dissertation becomes a part of University property and 
the library’s permanent collections.  I agree to waive any privacy rights granted by FERPA or any other 
law, policy or regulation, with respect to this work, for the purpose of publication. 

I hereby certify that I have sought copyright permission for previously copyrighted content that is 
included in my thesis or dissertation allowing distribution as specified above. I certify that the version I 
will submit electronically to the library is the same as that approved by my advisor/committee. I 
understand that I retain all ownership rights to the copyright of this thesis or dissertation. I also retain the 
right to use, all or part of this thesis or dissertation, in future works. 

_________________________________ _______________________________ 
            Student Signature          Date 

Return completed forms to:  
Jill Cornelio | Library Administration | WHH 316 
3rd Floor, William H. Hannon Library 

Please contact digitalcommons@lmu.edu for any questions. 

mailto:digitalcommons@lmu.edu
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