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GEPA Academic Affairs Advisors

Eliese Maxwell, PhD Advisor (all other programs)

Sara Miceli, Professional Degree & Joint Doctoral Program Advisor; 
PHD Advisor (Biostats, BMS, Neuro, Rady); Master’s Advisor (Biostats, DSC, Rady)

Sinai Cota, Master’s Advisor (MATS, MAE)

Kelsey Darvin, Master’s Advisor (ASTR, BIOL, BMS, ECE, MATH, PHYS, SE & SIO); 
PHD Advisor (SE)

Karen Villavicencio, Master’s Advisor (BENG, BINF, CHEM, CENG, CSE, NENG, Neuro, 
School of Arts & Humanities, School of Social Sciences); PHD Advisor (CENG, NENG)
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Get Writing Help From the Writing Hub!

Open to enrolled graduate students.

Free one-on-one writing consultation appointments.

● 30-60 minute appointments, in person or virtual
● Can work with any project, at any stage
● Supportive, in-depth conversations about your writing

○ Actionable feedback on clarity, organization, coherence, etc.
○ Not available for format-checking or proofreading, will focus on the writing 

process

Additional services: Dissertation Writing Circles (every Tuesday, virtual/in-person)
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writinghub.ucsd.edu/what-we-do/graduate-services.html

https://writinghub.ucsd.edu/what-we-do/graduate-services.html


Degree Filing Process



Overview: Actions for Filing Degree
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Note: This is a general guide; your actions may vary by your program and/or degree aim (master’s, PhD, etc.) 

Actions BEFORE defense Actions AFTER defense
• Schedule defense date • Finalize content & formatting of 

dissertation/thesis

• Review/submit committee members to 
department

• Submit co-author permission letters to 
co-author permission letter form in Kuali

• Submit File for Degree Form in Kuali • Fill out dissertation/thesis release form & 
upload to ProQuest

• Start collecting co-author permission letters 
(and/or turn them in if all are collected)

• Complete entire ProQuest submission

• Request formatting pre-check with GEPA • SDSU JDP students only: Send the signature 
page to committee members

• Send dissertation/thesis to committee 1 month 
BEFORE defense date



Scheduling your Defense

Work with:

• Committee → schedule defense date.

• Graduate coordinator →
• Notify them of defense date.
• Check if your committee 

members are up-to-date in 
student record.

• Logistics (ie room for in-person 
meeting, any dept paperwork).
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Defense expectations:
• Dissertation/thesis sent to 

committee 1 month before defense 
date.

• All committee members present at 
the same time.

• May be held in-person, remote, or 
hybrid format. Check with your 
dept if they have any specific 
policies for remote/hybrid.



File for Doctoral/Master’s (Thesis) 
Degree
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File for Degree Form link: https://ucsd.kualibuild.com/app/66c8c9df49bd650146b0ea1e/run 

File for Degree Form = “applying” for 
graduation with GEPA

Sections circled in red unlock as you 
progress through the form.

Must complete Step 1 by Friday of Week 
5 (for Summer, last Friday of Summer 
Session I).

https://ucsd.kualibuild.com/app/66c8c9df49bd650146b0ea1e/run


File for Doctoral/Master’s (Thesis) 
Degree
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Once Step 2 is completed, review Step 3 
Final Degree Checklist for a list of all 
paperwork & where to upload them.

When all items in Step 3 are completed, 
click “Mark Complete” to notify GEPA 
that you’re ready to graduate!

Must complete Step 3 by Friday of Week 
11 (for Summer, last Friday of Summer 
Session II).



Formatting Pre-Check
Formatting pre-checks of your dissertation/thesis 
are optional. 

What is it? 
GEPA will review a draft of your 
dissertation/thesis’ formatting before you submit 
the final version in Step 3. 

How to request: 
Complete Step 2 in the File for Degree Form and 
choose “Yes” for a pre-check. 
Must request by Friday of Week 9 (for Summer, 
Friday of Week 8).
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Formatting Pre-Check
What to expect: 
Upload your fully formatted 
dissertation/thesis draft to ProQuest. 

• Add contact information & upload 
dissertation/thesis PDF in ProQuest.

• All details in ProQuest (including PDF) can be 
revised after the pre-check.

GEPA will review & send feedback via 
Kuali.

12

https://www.etdadmin.com/


Formatting Pre-Check FAQs

Can I email GEPA my dissertation/thesis?
No. It must be uploaded to ProQuest.

Does my paper need to be 100% written?
No. It can be in progress, but you must have the preliminary pages and a portion of your 
paper written (i.e. a few chapters). It must be fully formatted to UCSD guidelines.

Do I need to send my paper back for a second pre-check?
No. GEPA will review it again when you complete Step 3 after your defense.

Will GEPA still review my dissertation/thesis if I don’t schedule a pre-check?
Yes! GEPA reviews all dissertations/theses once you complete Step 3.
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Publishing Dissertation/Thesis in 
ProQuest



ProQuest – Publishing Options

Your dissertation/thesis will be published 
in ProQuest and UC eScholarship.

Publishing Options in ProQuest:

● Traditional vs. Open Access
● This option is specific to how 

your dissertation/thesis is 
released in the ProQuest 
database. Your paper will always 
be open access on eScholarship.

15



ProQuest – Publishing Options

Immediate release vs. Embargo (aka 
delayed release)
● 2 years is mandatory for: Biology, 

Biomedical Sciences, Sociology
● 10 years is mandatory for: MFA in 

Writing
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Common reason for an embargo: You have a patent or publication pending and your 
dissertation/thesis shouldn’t be public before the patent/publication is finalized.



Embargo Example



ProQuest – Submitting your Paper

When ready to submit the final version of your 
dissertation/thesis:
● Complete all the sections.
● Hitting “Submit” just submits to GEPA. Edits can still be made.

● It will not be published at that moment.
● Hardcopy orders will reflect the final version of your 

dissertation/thesis that is accepted by GEPA.
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ProQuest – Submitting your Paper

The submission process is free of charge unless you select any of the following during final 
submission:

● Register copyright with the US Copyright Office 
○ Registering with the US Copyright Office is just an extra level of protection. You will 

have copyright regardless.
○ ProQuest can only do this on your behalf if you are the sole author. If you have 

co-authors and want to register your copyright, you have to file with the US Copyright 
Office directly.

● Select open access publishing for ProQuest (eScholarship is already open access)
● Order hardcopies of dissertation/thesis

19



Final Degree Paperwork



Final Degree Paperwork
How do students turn in their final degree paperwork to GEPA? 

Complete Step 3 in the Kuali form.

When do students turn in their final degree paperwork to GEPA? 
Any time after the defense and before the filing deadline. If you have a specific deadline (for a 
job, application, etc), then Step 3 should be completed one week before that specific deadline.

How long does it take GEPA to review final degree paperwork?
Up to 1 week. Once we review, we will let you know if your paperwork is completed or if anything 
needs a correction.

Tip: Complete Step 3 as soon as possible! In case there are any issues with your paperwork, it gives you time to fix the issues 
before the filing deadline. 
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Final Degree Paperwork

Paperwork for students to complete

Upload to ProQuest:
● Dissertation/Thesis Release form (aka Embargo Form)
● Final version of your dissertation/thesis
● Complete all sections of the ProQuest submission. Click “Submit”.

Fill out in Kuali:
● Step 3 of the File for Doctoral/Master’s (Thesis) Degree form
● Co-author permission letters, as a single PDF (if applicable)

SDSU JDP students only:
● Send the signature page (DocuSign) to your committee members
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https://www.etdadmin.com/
https://www.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=a50298d8-aae9-4cdf-befd-eb70d79d133a&env=na1&acct=6371e373-11ff-4359-aa24-bf2ccbddc944&v=2


Final Degree Paperwork

Paperwork for your department to complete in Docusign

Final Report Form
● Will indicate if filing or readmission fee is required
● SDSU JDP students only: SDSU department sends the JDP5 form

General Petition Form to waive academic residency requirement (if applicable)
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Filing Deadline

All paperwork must be turned in by the filing deadline.

The filing deadline is always the 11th Friday of each quarter. (For Summer, it is the last Friday of 
Summer Session II). 

Receipt of the final dissertation/thesis, paperwork or any required signatures after the filing  
deadline will result in your degree being awarded in the next quarter.

Winter 2026 deadline: March 20, 2026

Spring 2026 deadline: June 12, 2026
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Dissertation &
Thesis Formatting
Manual



General Specifications
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Margins = 1 inch on all sides

Page number = 0.5” from bottom 
of the page and centered

Paragraphs = 
double spaced (2.0 spacing) and first line 
is indented

Font = something easy to read 
(ie Arial, Times New Roman, Helvetica)
Font sizes = 10, 11 or 12
Must be in black



Preliminary Pages
blue pages = required               green pages = optional            purple = MAY or may not be required
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● Title Page
● Copyright or Blank Page
● Dissertation/Thesis Approval Page
● Dedication & Epigraph
● Table of Contents
● List of Abbreviations (Symbols)
● List of Figures/Tables, etc. (required only if you have figures/tables in your paper)
● Acknowledgements (required only if you have co-authors &/or are publishing)
● Vita/Master’s thesis – optional
● Vita/PhD dissertation – required
● Abstract of the Dissertation/Thesis



Title Page
Use the term dissertation throughout your paper, if you are 
receiving a PhD degree.

Use the term thesis for a Master’s degree.

Make sure the title is exactly the same everywhere (title page, 
abstract, ProQuest account & paperwork).

Committee:
• List chair first
• Then list co-chair(s) if applicable
• Then list remaining members in alpha order by last 

name
• Use the title, Professor (not Dr. or Prof.)

The year at the bottom = the year you will graduate, 
not when you started writing your paper.

No page number on this page.
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Use either the word, “copyright” or the © 
symbol - not both.

You can opt to use a blank page here.

Your name must appear exactly the same on 
all pages.

The year = the year you will graduate.

Copyright (or blank) Page
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Roman numerals begin on this page, with the 
Roman numeral iii.

ALL page numbers are to be centered and 
0.5” from the bottom. 

Dissertation/Thesis 
Approval Page
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Note: SDSU JDP students still need signature 
lines on this page - refer to the formatting 
manual or template

0.5” from bottom 
of the page



Page numbers for entries are right aligned 
and in a straight line.

Use ellipses.

Include “Table of Contents” and its page 
number on this page.

Don’t forget to include “of the dissertation” 
or “of the thesis” next to the word, 
“Abstract”.

Make sure page numbers on this page are 
correct before submitting.

Table of Contents
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Maximum 4 lines per entry on this page. Do 
not summarize the caption, just truncate it. 

Page numbers for entries are right aligned 
and in a straight line.

Use ellipses.

The numbering system used here should 
match the numbering system used for the 
figures/tables in the body of your paper.

List of Figures/Tables/
Schemes/etc.
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Required only if you have co-authors or your 
dissertation/thesis will be published in a 
journal or similar publication.  

“Chapter __” paragraphs must be copied & 
pasted to the end of their respective chapters.

See online manual for specific verbiage to 
include here.

Unsure if you have co-authors? Consult your PI.

Acknowledgements
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Vita is required for PHD/dissertations but is 
optional for Master’s/theses.

The minimum requirement on this page is 
education information.

Vita
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Maximum words: 350 for PhD Dissertation; 
250 for Master’s Thesis.

Required top margin is at least 2.5” -  but only for 
the first page of the abstract. 

Only chairs & co-chairs are listed on this page.  

Use double spacing and indent the first line of 
each paragraph. The same holds true for the 
body of your text.

Your title and abstract will be visible to the 
general public when your paper is published, 
even if you opt to embargo (ie delay the release 
of).

Abstract of the 
Dissertation/Thesis
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At least 2.5”



….is the key!
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Introduction and beyond

CONSISTENCY



Begin your Arabic numerals, here with 1.

Introduction and 
Beyond
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Figure (or table) and its caption 
should be together on the same 
page.

Captions for figures go BELOW the 
figure.

Captions for tables go ABOVE the 
table.

If one of the captions in your paper is 
more than 4 lines then ALL captions 
throughout your paper must be 
single spaced.

Exceptions to the above may apply. 
See online manual or your GEPA 
Academic Affairs Advisor.

Figure and Table Captions
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Use the reference style that is traditional for your 
discipline.

TWO formatting rules for this page:

1. Spacing: Single space each entry with a double 
space in between entries - as shown to the right

2. Et al or …… are not allowed on this page (see 
highlighted examples to the right). ALL authors 
must be listed for each referenced publication

Et al or … is allowed while citing references within the 
body of the paper.

References/Bibliography
/Works Cited
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Dissertation/Thesis Template

Templates for PHD dissertations and Master’s theses are available on the GEPA website. 

40

http://grad.ucsd.edu/academics/preparing-to-graduate/dissertation-thesis-template.html


Cover Letter & Co-Author 
Permission Letters



Cover Letter & Co-Author Permission 
Letters
What are the co-author letters?

It is signed permission from your committee chair and co-authors that they confirm that 
they are okay with the publication/material being used in your dissertation/thesis.

This is to provide protection so that a co-author can’t claim that they didn’t know the 
material was being used in your dissertation/thesis and claim data was stolen or used 
unfairly.
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Permission Letters – Do I need them?

Permission letters and the cover letter are required if you are using any of your own work 
in your dissertation/thesis that contains the following:

● Published material
● Material that has been submitted for publication
● Material that is currently being prepared for submission for publication
● Unpublished material that contains co-authors, even if there are no future plans to 

submit for publication

This work must be acknowledged in your Acknowledgements page and at the end of 
each corresponding chapter.

Upload all letters to our Co-Author Permission form in Kuali.
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https://ucsd.kualibuild.com/app/builder/#/app/62a20430f45d29708a9b2143/run


Cover Letter – What is it?

Cover letter – 

• Required for all students who have 
co-authors and/or including your own 
publication in your paper. (Required even if 
you’re the sole author on your publication). 

• Signed by you and your committee chair. It 
lists all of the publications being used in 
your paper, even if your committee chair is 
not an author on it.
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Permission Letters – What is it?

Permission letter –

• Required if any of your publications are being 
used in your dissertation/thesis and the 
publications have co-authors.

• Signed by each co-author on your publication.
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Permission Letter FAQs
Do I need permission letters for…

• All co-authors? → Yes. Includes any co-authors that are your committee members and are UCSD 
faculty/students.

• From my committee chair/co-chair? → No. They only need to sign the cover letter.

• A paper that is in prep for publication? Even if it’ll be unpublished by the time I graduate? → Yes & yes.

Can I…
• Have my committee co-chairs sign 1 cover letter? → Yes.

• Have multiple co-authors or multiple publications on 1 permission letter? → Yes.

What if…
• Co-authors aren’t responding? → Try your best to contact them. You can try various platforms 

(email, social media, etc).  If still no response, contact your GEPA Academic Affairs Advisor for 
assistance.



All signatures on GEPA paperwork must be a verified signature. This applies to the Cover Letter, 
Co-Author Permission Letters and Dissertation/Thesis Release Form. 

Accepted signatures:

• Digitally/physically drawn   → 

• Photo/PDF scan of signed letter          →

• Digital signature with certificate page (if using a program like Docusign or AdobeSign)

Unaccepted signatures:

• Typed fonts        →   

• If an unaccepted signature is used, then we will send it back and request a new signature.

Signatures for GEPA Paperwork
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Co-Author Letter Template

Templates of the co-author permission letter and cover letter are available on the GEPA 
website. 
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http://grad.ucsd.edu/academics/preparing-to-graduate/dissertation-thesis-template.html
http://grad.ucsd.edu/academics/preparing-to-graduate/dissertation-thesis-template.html


Note: Please refer to the GEPA website for full submission details, formatting guidelines, and 
dissertation/thesis templates. These slides only provide a summary and contain information specific to 
Winter 2026.

We wish you great 
success in the final 
stages of your 
degree!




