Culminating Project Formatting Checklist
Use this resource when proofreading and editing your paper. Verify that all elements are addressed before submitting your paper to the Repository.
☐ Review Graduate Studies' specific formatting requirements
· Review Graduate Studies specific formatting requirements (click on “Electronic Document Formatting”) and ensure all elements are followed.
· Refer to the templates available in the Culminating Project D2L page to ensure proper formatting and document accessibility.
☐ Title page is complete and not missing any required information
· Title (bold)
· Student name
· Proposal section
· Expected graduation date
· Committee section (the only section that should be single-spaced)
☐ Visible page numbers start on the second page
· Visible page numbers should begin on the second page (often the Abstract page).
· The second page should be numbered 2 on the top right corner of the page.
☐ Page margins are set correctly
· Margins are 1 inch (1") on all sides: Top, Bottom, Left, Right
☐ Abstract is properly formatted
· Abstract title is bold, single-spaced, not indented.
☐ Table of Contents (TOC) is properly formatted
· The title of  “Table of Contents" is bold.
· TOC is double-spaced with no additional spacing between entries.
· Include List of Tables and List of Figures with page numbers, if applicable.
· Dot leaders extend to the page numbers.
· Page numbers are flush right.
· Include: 
· All chapter titles
· Level 1 headings
· Level 2 headings
· Level 3 headings and lower are optional.
☐ List of Tables and List of Figures are properly formatted
· Follow the same formatting rules as the Table of Contents.
· Ensure all tables and figures are included.
· Titles in the lists match the titles used within the paper.
☐ One style guide is used consistently throughout the paper
· Follow a single style guide (APA, MLA, IEEE, Chicago, etc.) throughout the entire document.
☐ Chapter titles are formatted correctly
· Chapter titles match those listed in the Table of Contents.
· Each chapter begins on a separate page.
☐ Paragraph spacing follows the selected style guide
· Spacing before and after paragraphs is consistent with the requirements of the selected style guide.
☐ Headings and subheadings are formatted correctly
· Heading levels follow the selected style guide and formatting is applied consistently throughout the document.
☐ In-text citations are formatted correctly
· All citations follow the requirements of the selected style guide.
· Every in-text citation has a corresponding entry in the References/Works Cited/Bibliography section.
· Verify: 
· Author names
· Publication years
· Use of et al.
· Spelling
· Citation formatting consistency
· Use the Search or Ctrl + F function to verify citation consistency.
☐ Tables and figures are formatted correctly
· Table and figure numbers are correctly formatted and positioned as per the style guide requirement.
· Tables and figures fit within 1 inch margin on all sides without being cut off or extending into the margins.
· If a table continues to the next page, ensure the table heading/heading row(s) are repeated on each following page.
· Figures obtained from other sources are properly cited.
☐ References/Works Cited/Bibliography are formatted correctly
· Every reference has a corresponding in-text citation.
· Every in-text citation has a corresponding reference entry.
· Use Search or Ctrl + F to verify all references and citations.
· All reference entries follow the formatting requirements of the selected style guide for each source type.
· When adding hyperlinks to reference, use descriptive link text rather than simply pasting the full URL. The link text should identify or describe the resource being linked. Highlight the relevant text (such as the article or website title), select Insert → Link, and add the URL.
☐ Appendices are formatted correctly (if included)
· If you have appendices, they should be listed a the end of the Table of Contents
· Format appendix titles based on style guide requirement or as “Appendix A: Title of Appendix” (Title is centered and bold)
· Include IRB approval documentation if required for the project.


☐ Microsoft Word Accessibility Check
· Students can download Microsoft Word to a personal device for free through HuskyTech. We recommend converting papers completed in Google docs or open-source software over to Word and using the accessibility checker. 
· Ensure the document meets accessibility standards before final submission.
· Review and correct all accessibility errors, warnings, and recommendations identified by Microsoft Word.
· If you need assistance with running the Microsoft Word Accessibility Check, refer to the Word Accessibility Checklist below for detailed instructions.
☐ Yuja Accessibility Check
· Convert the final approved word document to PDF and upload the PDF version for Yuja Accessibility Check in D2L.
· If you need assistance with running the Yuja Word Accessibility Check, refer to separate Yuja Accessibility Checklist for detailed instructions.



How to Run an Accessibility Check in Microsoft Word
1. Open your document in Microsoft Word.
2. Select the Review tab on the ribbon.
3. Click Check Accessibility.
4. Review the list of accessibility issues that appear on the right side of the word window.
5. Select each issue to view an explanation and recommended fix.
6. Make any necessary corrections.
7. Run Check Accessibility again to confirm that all issues have been addressed.
