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Introduction 

The format and content (length) of the research report 
will vary according to the publication source (e.g., a 
thesis and a government report will tend to be more 
detailed/longer, while journal articles tend to be more 
concise).
University Thesis or Project Resources at
 http://www.csus.edu/gradstudies/CurrentStudents/Thesis-

Project-Dissertation/index.html

CoE Thesis/Project Guides
 http://www.csus.edu/coe/academics/graduate/handbooks/index.

html

OWL APA Formatting
 http://owl.english.purdue.edu/owl/resource/560/01/#Your%20Re

ference%20List
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Steps in Completing a Thesis 
or Project
1. Classification
2. Advancement to Candidacy
3. Select a Committee Chair
4. Determine whether to do a Thesis or a Project
5. Select a second reader (not required for a Project)
6. The Reservation/Registration process
7. Develop a proposal
8. As indicated by your Committee Chair, obtain 

permission from the Human Subjects Committee to 
conduct your research

9. Begin and complete your research
10. The written product
11. The approval process
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Select a Committee Chair
Start this process early in case your first choice is unable to work 
with you at this time.
Your committee chair will help guide the development of your 
research question or project idea, assist you as you write your 
project or thesis proposal, supervise the implementation or your 
work, and approve the final draft of the written thesis or project. 
It is your responsibility to stay in contact with your committee chair, 
keep up with deadlines, and follow through with your commitments. 
Your chair will provide you with feedback on your writing and the 
organization of your product, but it is not the role of the 
committee chair to copy-edit your product for you. If a draft is 
filled with spelling, grammar, and/or style errors you can expect that 
your committee chair will return it without substantive comments. 
Regardless of how confident you are in your written product, you 
will want to give yourself ample time to turn in drafts of each section 
of your product, get feedback, and revise.
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A Project or a Thesis?
In consultation with your committee chair, determine whether the 
topic you are interested in would best fit a thesis or a project. 
 Thesis. A Thesis is the written product of a systematic study of 

a significant problem. It clearly identifies the problem; states the 
major assumptions; explains the significance of the 
undertaking; sets forth the sources for, and methods of 
gathering information; analyzes the data; and offers a 
conclusion or recommendation. The product must evidence 
originality, critical and independent thinking, appropriate 
organization and format, clarity of purpose, and accurate and 
thorough documentation (CSUS Catalog). 

 Project. A Project is a significant undertaking appropriate to the 
fine and applied arts or to professional fields. It must evidence 
originality and independent thinking, appropriate form and 
organization, and a rationale. It must be described and 
summarized in a written abstract that includes the project’s 
significance, objectives, methodology, and a conclusion or 
recommendation (most recent CSUS Catalog). 
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Select a Second Reader

If you have decided to do a thesis, with the 
help of your committee chair, select a second 
faculty member to be the second reader. 
 If you have decided to do a project you will not 

need a second reader.

The role of the reader is to provide a second 
opinion on the written product of your thesis. 
This faculty member will read and provide 
input after your committee chair has given 
you input. 
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Reservation/Registration Process
You must complete a Reservation Form for each semester of 
registration by the stated deadlines indicated. 
It is very important to discuss with your committee chair 
expectations on the length of time it will take complete your 
thesis/project. 
 If you know that you can finish your thesis/project in one 

semester you would register for the total number of 
thesis/project units required. Most students will need a minimum 
of two semesters to complete their thesis/project. 

Continuous Enrollment
 Although the CSUS Office of Graduate Studies has paperwork 

to pay “continuous enrollment” fees                                              
[ http://www.csus.edu/gradstudies/CurrentStudents/index.html ], 
this is not automatic in the EDS department. You will need to 
get approval from your committee chair. Most of our faculty who 
chair projects/theses will require that you reregister, paying the 
University’s registration fees each semester until completion.
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Develop a Proposal
Before beginning the Thesis or Project you 
are expected to complete a proposal that 
clearly specifies what your culminating activity 
will involve.
Sometimes your committee chair will want to 
see this document before he or she agrees to 
supervise your work. They may also require 
you to read and sign a Thesis/Project 
Agreement.
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Human Subjects

If your work will involve the participation of human 
subjects, you must obtain approval from the Human 
Subjects Committee before you begin your study 
(before you collect any data and/or being to work with 
human subjects as a part of a thesis or project). 

You must get approval prior to beginning your work. 
As stated above, the human subjects committee will 
require both the introduction and the methods 
sections as part of the approval process.
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Start Your Research!
It is important to plan enough time to complete your 
proposal, and get approval from human subjects if 
necessary, before beginning your work in the field. 
Once your research study or project has been organized, 
the literature review complete, and your methods 
prepared, you will have a much easier time completing 
the actual work you have designed to do.
While collecting your data or working on your project, 
keep in touch with your committee chair on a regular 
basis to evaluate progress, discuss your concerns, and 
make any changes as necessary. Don’t expect the 
sponsor to contact you. You will need to take the 
initiative. Do not wait until it is too late --- this may cause 
a delay in the completion of your thesis or project, or the 
need to start over.
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The Written Product
Your project or thesis must follow the formatting of the 
Publication Manual of the American Psychological 
Association (most recent edition) and the CSUS 
thesis/project format requirements. 
APA Style Home Page: http://www.apastyle.org/
There are only two things that differ between the CSUS 
thesis/project format requirements and the APA 
Guidelines. In these cases you should comply with the 
CSUS requirements. 

1. APA: use running headers, CSUS: do not use running headers
2. APA: appendices are labeled on first page of actual item, 

CSUS: use appendix title page
3. APA: references follow end of the last chapter, CSUS: 

references follow the Appendices
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The Written Product: Thesis 
Blank Page
Title Page
Copyright (optional)
Approval Pages (original plus one copy)
Format Approval Page (original plus one copy)
Abstract (original plus one copy)
Preface, Dedication and or Acknowledgement Page (optional).
Table of Contents with page references
List of Tables
List of Figures
Chapter 1-The Problem/The Issue
Chapter 2-Review of the Literature
Chapter 3-Methods/Methodology
Chapter 4-Findings/Outcomes/Results (different for a Project)
Chapter 5-Conclusion, Summary & Recommendations
Appendices
References
Blank Page (required)
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The thesis or project submitted for deposit in 
the University Library must be printed on 
white 20 lb. (50% or 100% cotton); 24 lb. 
(100% cotton); or laser paper with matte 
finish. 
The paper size is normally 8.5 x 11. Erasable 
paper is not permitted. One blank sheet for 
both the front and back of the thesis or project 
must be included. 
The thesis or project may be produced on 
laser paper and photocopied onto the 
appropriate paper. However, the copy must 
be clear, sharp, and black on white (no gray). 
Photocopied signatures are acceptable.

Paper
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Theses/projects will not be accepted in which 
erasures have been made or opaque 
correction fluid used. 
Make whatever corrections are necessary; 
then reproduce the page(s) on the required 
paper. 
Once the project/thesis has been microfilmed, 
bound and shelved in the library, no further 
corrections may be made.

Erasures and Corrections
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Thesis/Project Margins

1” from top

Double space

1” from Rt

1.5” from Lft

1” from bottom
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All text must be printed on single -sided paper.
Text must be double spaced, except for quoted 
passages (of 40 words or more), which may be 
indented and single spaced for emphasis.
Bottom and right margins: One inch from edge of 
paper.
Top and Left margin: One and one-half inch from 
edge of paper. 
 This measurement is especially critical because of the 

binding. (Arabic page numbers are one inch from the top).

Text should begin one and one-half inch from the top 
of the paper.

Margins
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The preliminary pages preceding Chapter 1 carry 
consecutive lower case Roman numerals, centered 
at the lower margin of the page, starting with the 
approval page which is numbered "ii". 
 The Title Page is unnumbered, but carries the implied 

number "i". 
The first page of the text carries the Arabic number 
"1" and pages thereafter carry consecutive Arabic 
numbers, including the materials in the Appendices 
and the Bibliography. 
The Arabic numbers are positioned in the upper right-
hand corner; down one inch from the top and one 
inch in from the right edge of the paper. Double 
space to the first line of text.

Page numbers
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Thesis
Title Page

SCHOOL PSYCHOLOGIST PERCEPTIONS OF COLLABORATION AMONG 
EDUCATIONAL PROFESSIONALS

Kimberly Ann Schramm
B.S., California State University, Hayward, 1995

THESIS

Submitted in partial satisfaction
of the requirements for the Degree of

MASTER OF SCIENCE
In

Counseling, School Psychology Option

At

CALIFORNIA STATE UNIVERSITY, SACRAMENTO

SPRING
2003
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APA
Title Page

Individual Differences   1

Running head: INDIVIDUAL DIFFERENCES IN BIMODAL PROCESSES

Individual Differences in
Bimodal Processing and Text Recall

James R. Smith
University of West Florida
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Approval Page

SCHOOL PSYCHOLOGIST PERCEPTIONS OF COLLABORATION AMONG 
EDUCATIONAL PROFESSIONALS

A Thesis
By

Kimberly Ann Schramm

Approved By:
___________________________________, Committee Chair

Stephen E. Brock, Ph.D.

____________________________________, Second Reader
Kristine Strong, Ph.D.

Date: ________________________________
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Components of the Research Report

Abstract
Introduction
(Review of the Literature)
Method
Results (Analysis of Data)
Discussion (Findings and Implications)
Appendices
References (Bibliography)
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Abstract

Not a part of a proposal
The very last section written
A brief summary
 Accurate, self contained, concise, and specific

 Approximately 100 words
 Ways to conserve include using digits for all numbers, using 

abbreviations (explain if necessary)

Used by other researchers to determine 
relevance.

23

Abstract, Components of

Problem under investigation (one 
sentence)

Participants and their relevant 
characteristics

Method design and measures

Finding(s) and level(s) of significance

Conclusions

24

Abstract, An Example
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Chapter 1: Introduction

Not labeled in a journal article, but labeled in a 
thesis/project.
Addresses the following:
 Placement of the research within a specific field/literature.

 e.g., the academic achievement of children with ADHD
 What were your search terms?  These words should be used here.

 Why has the study been conducted?
 What the research will add to the literature (what gaps will it fill in).
 What the research expected to find (hypotheses). 

 Helps to identify possible bias
 Very general if the hypothesis is non-directional.
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Introduction
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Chapter 2: Review of the Literature

Presence will vary depending upon publication
 Not typically found in a journal article (background 

knowledge is assumed)
 Required for a thesis (background knowledge is not 

assumed)

Goes into detail regarding the studies 
placement within a specific literature.  
Provides essential background knowledge.
Should describe search terms/method.
Starts broad and becomes more narrowly 
focused on the study’s topic.
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Chapter 3: Method

What was done in sufficient detail for others to 
replicate.
Detailed description of how the study was 
conducted.
Subsections
 Participants

 Who
 How many
 Selection criteria/method.
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Chapter 3: Method (continued)

Subsections (continued)
 Materials or Measures
 The “things” used in the study.
Described in sufficient detail to allow for replication.  
Specialized material will call of substantial 

discussion.  
 Standardized material will not require such detail.

Report reliability and validity data as indicated.
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Chapter 3: Method (continued)

Subsections (continued)
 Design & Procedure

 Sequential description of each step in the research process.
 Exactly how did the study proceed.
 What was the experimental design.
 How was the IV manipulated
 Instructions given (exact quotes needed if they were a part of 

the experimental manipulation)
 Some detail can be omitted+ by giving the reader an address to 

obtain information.
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Method

Citation:
Brock, S. E., Rothbart, M. K., & 
Derryberry, D. (1986). Heart-rate 
deceleration and smiling in 3-
month-old infants. Infant 
Behavior and Development, 9, 
403-414. 
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Method

33

Method
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Method

35

Method
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Method
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Method
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Method
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Method
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Method
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Chapter 4: Results 
(Data Analysis in the Proposal)

What statistical procedures were used

A direct factual description of what was found 
with regard to the hypothesis

Technical (assumes statistical sophistication)

Must include enough detail to allow the 
reader to render a judgment regarding the 
findings (including their significance).
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Addressing the Null Hypothesis

Before reporting specific results, researchers should 
routinely state the particular alpha level selected.
 “An alpha level of .05 was used for all statistical tests.”

Researchers also need to include a statement 
regarding the probability that results are significant.
 “With an alpha level of .05, the effect of age was statistically 

significant F(1,123) = 7.27, p = .008.
 “The effect of age was not significant F(1,123) = 3.27, p = .08.

Do not normally make a specific statement regarding 
the null hypothesis being accepted or rejected.  It is 
assumed to be rejected if you identify the obtained 
statistic as exceeding the selected alpha level.
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Using Tables to Report Results 
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Chapter 5: Discussion

Non-technical description of findings. 
Answers the research questions and addresses the 
hypothesis (was the null hypothesis supported or 
rejected).
What are the conclusions, interpretations, and the 
theoretical implications?
 Why were the results obtained?
 What has the research contributed?

Speculation is OK (as long as it is identified as such).
Limitations of the study.
Future research.
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References

Impossible to memorize
Always refer to the manual
CSUS resource
 https://csus.libguides.com/APA_Style_Guide
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References: Examples

Journal Article
Brock, S. E., Nickerson, A. B., Reeves, M. A., Savage, T. A., & Woitaszewski, 

S. A. (2011). Development, evaluation, and future directions of the 
PREPaRE School Crisis Prevention and Intervention Training 
Curriculum. Journal of School Violence 10, 34-52. 
doi:10.1080/15388220.2010.519268 

Saad, C., Brock, S. E., Ballard, Q., Yocum, L. C., Yates, C. B., & Wu, A. 
(2011). Using the PREPaRE model of school crisis prevention and 
intervention to respond to sudden and unexpected death. Greif Matters, 
14, 12-17. Retrieved from http://www.grief.org.au/resources/grief_matters

Authored Book
Brock, S. E., Jimerson, S. R., & Hansen, R. L. (2009). Identifying, assessing, 

and treating attention-deficit/hyperactivity disorder at school. New York, 
NY: Springer. doi:10.1007/978-1-4419-0501-7 Retrieved from 
http://www.springerlink.com/content/978-1-4419-0501-7
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References: Examples

Edited Book

Brock, S. E., & Jimerson, S. R. (Eds.). (2012). Best practices in school 
crisis prevention and intervention (2nd ed.). Bethesda, MD: 
National Association of School Psychologists. 

Book Chapter

Flitsch, E., Magnesi, J., & Brock, S. E. (2012). Social media and crisis 
intervention. In S. E. Brock & S. R. Jimerson (Eds.) Best practices 
in school crisis prevention and intervention (2nd ed.; pp. 287-304). 
Bethesda, MD: National Association of School Psychologists.
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Proposals are written in the future tense.
Proposal do not have an abstract
A proposal’s introduction is often shorter than 
that found in the final report
Method proposals are very similar to that 
found in the final report.  Only the tense is 
different
A proposals Data Analysis section takes the 
place of Results
Proposals do not have a discussion

Differences Between a Proposal and the 

Final Report
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The Publication Process

General preparation: Follow APA style

Specific preparation: Review the journal’s 
guidelines for authors

Initial submission: Include a cover letter

The author’s responses and revisions: 
Response to reviewer comments.

Final publication: A long process.
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The Publication Process

An example of what editors, authors, and 
reviewers use for one journal
 Editorial Manager

 http://casp.edmgr.com/
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Stephen E. Brock, Ph.D. 
Nationally Certified School Psychologist 
Licensed Educational Psychologist 

859 Westwind Drive
Lodi, California 95242

(209) 369-4385
SCBrock@aol.com

 
April 29, 1996 
 
Dr. C. Keith Conners, Editor 
Journal of Attention Disorders 
c/o Multi-Health Systems Inc. 
908 Niagara Falls Blvd. 
North Tonawanda, NY 14120-2060 
 
Dear Dr. Conners, 
 
Attached find four (4) copies of a manuscript titled "Reading Comprehension Abilities 
of Children with Attention-Deficit/Hyperactivity Disorder."  I am asking that you 
consider this manuscript for possible publication in the Journal of Attention Disorders.   
 
In this paper Dr. Krener and I examine the affect of ADHD on the reading 
comprehension abilities of children who have this disorder.  To my knowledge, there is 
no other published research that has examined this relationship.  Given this 
observation, we believe that this manuscript will make a valuable contribution to the 
ADHD literature. 
 
The text itself is 6,187 words long,  the abstract is 122 words long, and there are four 
tables.  This research was sanctioned by both University and local school district human 
subject committees. 
 
Please feel free to contact me if you have any questions.  I look forward to hearing from 
you soon. 
 
Sincerely, 
 
 
 
Stephen E. Brock, Ph.D. 
Nationally Certified School Psychologist 
Licensed Educational Psychologist 
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Thank you!

Any final portfolio submissions due May 
14, 2019, at 4:00pm 
 Submissions may be brought to my office 

(Brighton Hall 225) or emailed to me by 
4pm

Have a great summer!


