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THE IMPORTANCE OF PUBLISHING GRADUATE WORKS 
 

 Doctoral dissertations and master's theses are primary literature.  They are valuable contributions 
to the discourse in every field of inquiry and to the culture of all creative fields. 

 UMI-published dissertations and theses become part of the single most comprehensive collection 
of graduate-level creative work and research in the world. 

 The UMI Collection is the safest, most sustainable repository for dissertations and theses, 
archiving this component of the primary literature in perpetuity. 

 
For these reasons, and others important to the mission of your institution, publishing your dissertation or 
thesis with ProQuest Information and Learning's UMI® Dissertation Publishing is a graduation requirement in 
your program. 
 
It is also in your best interests to publish your dissertation or thesis with ProQuest/UMI.  You have many 
options for widely disseminating your published work, or restricting dissemination if that is in your best 
interests. 
 
 Publishing your dissertation or thesis provides you with a legitimate citation for your curriculum 

vitae and for other scholars who refer to your work.  Otherwise, scholarly convention requires that 
your work be listed as an "unpublished manuscript."   

 Reference to your published dissertation or thesis appears in the world's most widely used 
sourceworks for graduate-level research, increasing the impact of your contribution to your field. 

 You may also choose to make your work available to society, through open access publishing, 
ensuring that it is discoverable through major search engines, and through reliable third party 
retailers. 

 

 

This document contains instructions on how to submit your manuscript and information about the 
dissemination options available to you, copyright issues, your rights as an author and our rights and 
obligations as your publisher, and a Publishing Agreement, which you must sign and provide to us along with 
your manuscript.  PLEASE READ THIS INFORMATION so that your choices accurately reflect how you want 
ProQuest/UMI to manage your published work. 
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If you have questions that are not covered in this document, contact our Author Relations staff at 
disspub@il.proquest.com or call 1-800-521-0600, ext. 7020.
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The Submission Process 
 
STEP 1:  Know your institution's submission procedures 

Your institution's graduate school or its equivalent determines how your dissertation or thesis will actually be 

delivered to ProQuest/UMI.  If your graduate school uses our ETD Administrator, you will be uploading your manuscript 

online and providing us with all necessary submission information via the web.  If not, you will be filling out the paperwork 

in this document and providing it to us through your graduate school or library or other designated campus office.   

STEP 2:  Secure any necessary co-authorship and/or copyright permissions 

If you share authorship with anyone else for any part of your dissertation or thesis, you need to acquire his or her 

permission to include that content.  Likewise, 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.  See Guide 5 for more information, Guide 6 for a sample permission letter, and Copyright Law 

& Graduate Research: New Media, New Rights, and Your New Dissertation by Kenneth D. Crews for a comprehensive guide 

to copyright issues relative to your dissertation or thesis.  You may view and/or download a free copy of Crews' book at 

www.proquest.com/products_umi/dissertations/copyright/.  ProQuest/UMI may elect not to distribute your dissertation or 

thesis if, in its reasonable judgment, it believes all necessary rights of third parties have not been secured. 

STEP 3:  Read and understand the Licensing and Rights sections of the publishing agreement. 

This agreement grants ProQuest/UMI 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. 

STEP 4: Choose your publishing option. 

You may choose either open access or traditional publishing.  If you choose Open Access Publishing, the published 

version of your dissertation or thesis will always be available for free download to anyone who has access to the Internet.  

The Traditional Publishing option works on a standard copy-sales and royalty-payments model.  We sell copies of your work 

(in any format) and pay royalties as described in the Publishing Agreement.  Either option gets your graduate research out 

where other scholars can find and use it through the ProQuest® Dissertations and Theses (PQDT) database, subscribed to 

by more than 3000 libraries worldwide. 

In this step, you will also choose your options for release, dissemination and distribution, and restrictions.  NOTE: 

your institution may require you to choose open access publishing and may have explicit policies regarding embargoes and 

restrictions.  Check with your graduate school or program if you are not sure.  Also see Guide 3: Open Access versus 

Traditional Publishing and Guide 4: Embargoes & Restrictions. 

STEP 5:  Sign the publishing agreement. 

Publication of your work may be delayed or impossible if your signature is missing. 

STEP 6:  Provide your personal information, contacts, and degree data. 

We require a limited amount of personal information to process your submission, provide records to your 

institution, and to communicate with you if necessary.  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 purposes, and do not sell or supply your personal 

information to any third party.  The name you provide on the Submission Form should be identical to the name on your title 

page.   
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We know you are likely to relocate after you graduate.  We ask for both your current contact information, and for 

permanent or stable contact information (e.g. your parents or another relative unlikely to move) to increase the chances of 

reaching you if there is an issue with your submission and to pay you royalties when/if you are eligible.  If we are not able 

to reach you during the publishing process, the release of your dissertation or thesis and production of any print copies you 

order may be substantially delayed.  If you have one, please provide us with your non-academic/non-professional email 

address; e.g. a hotmail-type web mail address. 

http://www.proquest.com/products_umi/dissertations/copyright/


 
Please use full and official names when completing the information about your university, school or college and 

department or program; e.g., The University of California at Berkeley, Graduate Division, Department of Integrative 

Biology.  Please also use the correct abbreviation for the degree you earned.  Finally, please provide the full name of your 

advisor/committee chair; e.g. James H. Smith, not Jim Smith. 

STEP 6:  Provide information about your dissertation or thesis. 

We require this information to create the bibliographic data that establishes your dissertation or thesis in the 

primary literature.  It is important that 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/or make it difficult for other researchers to discover your work. 

Title 

Make sure that the title you provide on the submission form is the same as the title on your manuscript's title page.  For the 

sake of standardization, 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 of people, organisms, places, etc.  For 

example: "Samuel Clemens" not "S. Clemens"; Hyla 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 "∆".  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, choose the category that most closely corresponds with the subject of your 

research.  If you add one or two more 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 that 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. 

STEP 7:  OPTIONAL: Instruct us to file your application for copyright registration. 

We can prepare and file the application to register your claim of copyright to your dissertation or thesis.  You 

acquire copyright through the act of creating your manuscript, regardless of registering with the U.S. Copyright Office.  A 

registered copyright, however, allows a court of law to award you monetary damages if your copyright is infringed.  For 

more information, see the section on Copyright and Your Dissertation or Thesis. 

STEP 8:  OPTIONAL:  Order copies. 

You may order bound copies or microfiche of your dissertation or thesis at a discount.  Your copies will be produced 

and shipped after the publication process is complete and your work is released for dissemination.  

STEP 9:  Make sure your manuscript is correctly organized 

Follow your institution's guidelines for organization and required sections.  Do NOT include the signature page in 

your submitted manuscript.  This prevents a likeness of signatures from being distributed digitally.   

STEP 10:  Provide your dissertation or thesis. 

Provide your manuscript and abstract in the form and format described in Guide 1: Preparing Your Manuscript for 

Submission to ProQuest/UMI to ensure that your manuscript will reproduce well in both print and microform.  MAKE SURE 

all your fonts are embedded fonts.  Guide 1 includes instructions on embedding fonts.  Manuscripts without embedded fonts 

can cause ALL punctuation and formatting to disappear when the document is printed from the digital file and causes delays 

in our publishing process. 
 
STEP 11:  Attach Pages 3 and 4 (Agreement signature page and Submission Form page) to your 
manuscript and submit according to your institution's instructions. 
 

iii 

 



 
 

SUBMISSION CHECKLIST 
 

  Is your full name on the title page of the 
work, the abstract, and the submission form?  Are 
all three identical?  (If not, we will use the name 
on your title page). 

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

  Have you included the full names of your 
advisor/committee chair? 

   Have you indicated your choice regarding third-
party sales? 

  Have you indicated the appropriate subject 
category on the submission form? 

   Have you indicated any necessary embargo or 
restriction? 

  Have you attached a copy of your abstract 
and title page to the Submission Form?  These 
must be identical to the abstract and title page in 
your manuscript. 

   Have you attached permission letters for 
materials under another copyright attached?  Do 
they state that the materials may be included in the 
published version of your work? 

  Have you substituted words for formulas, 
symbols, and abbreviations in the title?  Are 
accents included? 

   If you choose to have us register your copyright, 
have you provided all necessary information on the 
submission form? 

  Did you make sure your fonts are embedded?    If you want personal copies, did you fill out the 
order form? 

  Have you included an abstract and title page 
in English, if the original is in another language? 

   Have you enclosed any payments that you will 
make directly to us?  NOTE: please ensure that the 
form of payment you use will not expire in the 6 
months following your submission!   

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

   Have you signed the publishing agreement in 
the space provided and ATTACHED PAGES 3 AND 4 
TO BE SUBMITTED WITH YOUR MANUSCRIPT? 

 
PLEASE ALLOW UP TO 16 WEEKS 

FOR THE RELEASE OF YOUR DISSERTATION OR THESIS 
 
As with any scholarly publication, there is substantial lag time between submission of your manuscript and 
release of the published work.  The actual time between submission and release can vary widely, depending 
on your institution's process and workflow, and the time of year.  Most universities hold all submitted 
dissertations and theses until the end of the semester or quarter, then deliver them to us all at once.  This is 
also true for your institution's transmission of ETD's using our online submission system. 
 
Once your manuscript actually arrives at UMI, another 6 to 10 weeks can pass before its release.  While there 
is no peer review process on our end (your committee serves the same purpose prior to submission), our 
editorial, bibliographic, reproduction and archiving processes all require individual attention to each individual 
dissertation and thesis.  We publish more than 60,000 graduate works each year (72,000 in 2006), and most 
of them arrive at UMI between the middle of May and the end of June.  While most submissions are processed 
without complication, approximately 20% on average are problematic.  Handling problem submissions slows 
down the process for an entire cohort. 
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You can increase the chances of a speedy publishing process by following all instructions, guidelines, and 
requirements precisely.  Use the Submission Checklist above.  And if you have any questions, call our Author 
Relations Team at 1. 800. 521. 0600  x.7020.   
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