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For assistance completing this form, please contact us at (630) 752-5101 or library.admin@wheaton.edu.

Your full name:

Academic department:

Full thesis title:

Signature of Director of Graduate Student Services:

Fees:
Required. TREN microfiche fee $
Enter $25.00 if thesis is 391 or fewer pages
Enter $35.00 if thesis is more than 391 pages
(Microfiche will be placed in college archives)
Omit this step for master of arts in teaching (action research paper)
Required. Binding cost for one paper copy $ 10.00

(Bound copy will be placed in library’s circulating collection)

Optional. Binding cost for personal copies
Number of copies times $10.00 per copy $

Required if thesis is thicker than two inches:
Total number of copies times $1.00 per copy $

Required if pocket is needed for supplemental materials:
Total number of copies times $1.60 per copy $

Other special binding (consult with Buswell Library administrator):
Total number of copies times special charge $

TOTAL THIS PAGE h)

Continue to next page.



TOTAL FROM PREVIOUS PAGE §

If purchasing personal copies.
Number of personal copies to be picked up from Buswell Library.

Provide name of contact person and phone number:

Personal copies be mailed to address within U.S., media rate
Enter number of copies times $1.75 per copy $

Personal copies to be mailed to address within U.S., first class
Enter number of copies _times $5.00 per copy $ .

Personal copies to be mailed to non-U.S. address, surface mail
Enter number of copies times $5.00 per copy $

Other mailing (consult Buswell Library administrator)
Enter number of copies times special charge §

Provide name and address for mailing label:

TOTAL CHARGES DUE $

To submit this form:

e Send paper form through campus mail, addressed to Buswell Library Administrative Office.

e Send paper form through postal mail, addressed to Buswell Library Administrative Office,
Wheaton College, 501 College Avenue, Wheaton, IL, 60187.

e Deliver paper form in person to Room 225, Buswell Library. To ensure that we will be available
when you arrive, please email library.admin@wheaton.edu or call (630) 752-5101 to make an
appointment.

e Scan the completed form and email it to library.admin@wheaton.edu

To submit payment:

e Checks (payable to Buswell Library) may be sent through campus mail or postal mail, with
envelope addressed as described above.
e Credit-card payments are accepted in person at Buswell Library.



Instructions for
Final Submission of Master’s Theses
Buswell Memorial Library, Wheaton College

last update: Apr 2010
library.admin@wheaton.edu

The following steps must be completed before the library will notify your department that you are formally eligible
for graduation. If you have any questions or need help, please contact us at library.admin@wheaton.edu or phone
(630) 752-5101.

I. Ensure that your thesis is complete and formatted properly

Front matter: Your thesis must contain the following pages, in this order: fly leaf (blank sheet), title,
certification (signed by your faculty advisors), disclaimer, abstract, table of contents.

Margins: 1 /2 inches on the left side of each page, 1 inch on the other three sides.

Pagination: Paginate front matter using lowercase roman numerals (i, ii, iii, iv and so forth). Paginate the body
of your thesis, including bibliography, appendixes, etc., using arabic numerals (1, 2, 3, and so forth). Use your
word processor’s tools for creating tables of contents and cross references in order to ensure that pagination
remains consistent when you create the PDF file in step #2, below.

Formatting: To align text, use tabs instead of the space bar. Insert page breaks to start a new page. Use section
breaks to change the format between pages.

2. Convert your thesis to PDF format and email a copy to library.admin@wheaton.edu
Omit this step for master of arts in teaching (action research papers)

If you do not have access to PDF creation software, use the free service available at
https://createpdf.adobe.com. (Click in the “New User” area. An option will be provided for free service.)

Carefully examine the entire PDF file, checking in particular the appearance of all fonts and page breaks.
In the PDF version, the certification page can be unsigned.

Buswell Library will forward a PDF copy of your thesis to the Theological Research Exchange Network (see
step #3, below).



3. Submit the following items to Buswell Library
a) Buswell Library thesis form, available from the Director of Graduate Student Services.

b) Theological Research Exchange Network (TREN) form, available from the Director of Graduate Student
Services. Omit this step for master of arts in teaching (action research papers).

TREN is a repository of theses and dissertations written by students at Christian colleges and seminaries.
Based on the permissions you grant on the agreement form, TREN will list and/or sell copies of your thesis
from its website at http://www.tren.com. TREN is the primary means by which your thesis will become
known and read by others beyond Wheaton.

c) One complete copy of your thesis, printed on acid-free or minimum 25% cotton paper. (This paper is
available at office-supply stores.) The copy will be bound and placed in the library’s circulating collection.
You may submit additional copies to be bound for your own use, if desired.

To submit the thesis:
o Package securely and send through campus mail, addressed to Buswell Library Administrative Office.

e Package securely and send through postal mail, addressed to Buswell Library Administrative Office,
Wheaton College, 501 College Avenue, Wheaton, 1L, 60187.

e Deliver in person to Room 225, Buswell Library. To ensure that we will be available when you arrive,
please email library.admin@wheaton.edu or call (630) 752-5101 to make an appointment.

d) All necessary payments (as listed on Buswell Library thesis form).

4. A note about copyright

As the author of your thesis, you automatically own the copyright to your work. You do not need to register
your copyright with the U.S. copyright office, although you may want to do so for the following reasons. First,
registration creates a public record of copyright, which will provide other parties with a means of contacting
you to ask permission for uses of your work that exceed the standard provisions granted in US. copyright law.
Second, registration is required if ever you wish to bring suit against another party for violating your copyright.

If you wish to register your copyright, TREN can assist you, or you may register directly at http://www
.copyright.gov. There is a registration fee.

In submitting your work to TREN, you are granting TREN a non-exclusive right to display, copy, and profit
from sales of your work. You remain the copyright holder, and you are free to enter into other arrangements
with other parties in the future, including other publishers.

The copies of your thesis that are deposited in the college’s library and archives may be used by others
according to the provisions granted in U.S. copyright law, in the same manner as all other library and archival

materials.



Microfilm Distribution Agreement for TREN
(Theological Research Exchange Network)
P.O. Box 30183 * Portland, OR * 97294-3183 * 800-334-8736
http://www.tren.com - email: rwjones(@tren.com

Author Profile Explanations

I. Full Legal Name

(last name)

(first name) (middle name)

. Year of Birth

[\

3. Country of Citizenship

4. Present Mailing Address

5. Future Mailing Address

Effective on

(date)
6. Email Address
Degree Information
1. Degree Nomenclature (Abbreviation for Degree)
2. Degree Date (As Authorized by Institution)

3. Full Name of School Granting Degree

Title Information

I. Exact Title of Thesis/Dissertation as it Appears on Your Title Page




AGREEMENT

The author and the Theological Research Exchange Network (TREN), having a place of business at Portland, Oregon, hereby agree as follows for the
publication of the submitted manuscript by TREN.

The author will supply the manuscript to TREN through his/her graduate school ready for reproduction and publication without change or further editing.

“In consideration of making my work available to students and others, I hereby grant to TREN the non-exclusive worldwide right to reproduce, distribute,
display and transmit the work (in whole or in part) in such tangible and electronic formats as may be in existence now or developed in the future. TREN shall
have the right to retain the master negative microform of the thesis/dissertation for this purpose. I retain all rights to publish and/or sell my manuscript by any
means at any time except for reproduction from negative microform.

“I hereby warrant that I am the sole author of the thesis/dissertation, that the thesis/dissertation does not violate any right of privacy, that it does not contain
any matter that is libelous or obscene, that it does not infringe upon any statutory or common law copyright, and that [ am legally empowered to enter into

this agreement.

“[ further agree to indemnify and hold harmless Theological Research Exchange Network for any damages that it may sustain as a breach of the foregoing
warranties and/or as a result of any misrepresentation in the information provided above.”

Author’s Signature Date

COPYRIGHT REGISTRATION
(Optional)
You already own the copyright to your thesis/dissertation. Copyright comes into effect automatically at the time your work is written. You do not need to
register your copyright with the U.S. Copyright Office in order to assert your rights, but you may wish to register for the following reasons. Copyright
registration enables others to contact you to ask permission for uses beyond what the law automatically grants, and provides certain protections to you if your
copyright is violated.

1. If you have already published your thesis/dissertation, or already registered with the U.S. Copyright Office, please enter the copyright notice below,
exactly as it appears in the published edition or registration. Ensure also that this information appears in the copy of your thesis/dissertation that you send

to TREN.

2. If your thesis/dissertation has not already been registered for copyright, would you like TREN to register it on your behalf?

Yes No

Subject to compliance with other provisions of copyright law, persons eligible to secure U.S. copyright include citizens of the United States, persons
domiciled in the United States at the time of first publication of their work, and citizens of foreign countries entitled to U.S. copyright under treaty,
convention, agreement, or proclamation to which the United States is a party.

Fee: TREN will register your copyright for $60.00. This includes the copyright fees plus the cost of two microfilm copies required by the Copyright Office.
This fee must be pre-paid by certified check or money order to TREN.

Sign below only if you wish TREN to register your copyright:

“This copyright authorization is hereby incorporated in and made a party of my agreement with the Theological Research Exchange Network providing for
publication of my thesis/dissertation.

“I hereby authorize TREN to file for me in my name an Application for Registration of a Claim to Copyright in the U.S. Copyright Office.

“I hereby represent that my thesis/dissertation has not been previously published and that I am eligible to copyright my thesis/dissertation in the United
States.”

(Author’s Signature) (Date)

Theological Research Exchange Network * P.O. Box 30183 * Portland, OR * 97294-3183 * 800-334-8736 * www.tren.com




