
THESIS GUIDELINES  
Information from this section has been taken directly from the University of Manitoba’s 
Graduate Studies Thesis Guidelines and edited to reflect the specifications of the 
Archival Program’s Master’s Thesis.    
Formatting  

 
Footnotes, Bibliography, Appendices  

The thesis must follow the Chicago Manual of Style for all footnotes and 
bibliography entries. The recommended manuals for this standard are: 
Kate L. Turabian, A Manual for Writers of Term Papers, Theses and 
Dissertations  AND University of Chicago Press, The Chicago Manual of 
Style.  
Always use the latest edition available. If there is a conflict between the 
instructions in this booklet and the style manual chosen, the former should 
be followed. It is important to be consistent in the format used.  
Each section of your thesis (i.e., Intro, chapter 1, chapter 2, chapter 3, and 
conclusion) should start with footnote #1, then re-set to #1 in each new 
section.  

 
Spelling  

Canadian spelling should be used consistently throughout the document.  
 
Spacing/Font  

Double space all text material; footnotes and long quotations may be 
single spaced. Font size should be 10-12 characters per inch and no less 
than 12 pt Times Roman1 (recommended: 10 pt for footnotes, 12 pt for 
text). Full justification of the text is not required.   
 
Characters not available with standard software, such as mathematical 
equations or complex tabular matter may be neatly executed by hand with 
black India ink and scanned into document.  
  

Margins  
It is imperative that the specified margins be observed throughout the 
thesis. The left margin should be 1 1/2” (3.81 cm) while the right, bottom, 
and top margins should be set at 1” (2.54 cm). These margins apply to all 
material, including appendices, diagrams, maps, photographs, charts, 
tables and others.  
  

                                                
1 No wingdings! 



Page Numbers  
Each page in the thesis must be numbered consecutively. Illustrative pages 
must also be numbered. Roman numbers should be used for the prefatory 
pages (all pages prior to the introduction, with the exception of the title 
page). The remaining pages of the thesis, beginning with the introduction 
should be numbered consecutively in Arabic numerals.  

 
In text numbers  

Numbers from 1-100 should be written out in full (e.g., “This thesis has 
three main arguments” as opposed to “This thesis has 3 main arguments”). 

 
Examples of structure  

When in doubt about structure or format, go on MSpace and look at other 
Archival Studies theses.  

 
Title Page  
The title must be a meaningful description of the content of the research. The author’s 
name should be in full, identical to the name under which they are registered and be 
consistent on all other documents. The title page should contain the following 
information: the title of the thesis, the name of the University, the degree for which the 
thesis is submitted, the name of the department, the full name of the author, and the 
copyright notation ©. This universal copyright symbol must be included on the title page. 
The title page should be structured as follows:  
  

 
 
 
 

TITLE  
SUBTITLE  

  
by  

Name  
  

A Thesis submitted to the Faculty of Graduate Studies of the University of Manitoba in 
partial fulfillment of the requirements of the degree of  

  
MASTER OF ARTS  

  
Department of History (Archival Studies)  

Joint Master’s Program  
University of Manitoba/University of Winnipeg  



Winnipeg, Manitoba  
  

Copyright © YEAR by Name  
  
  
  
Abstract  
The abstract is expected to provide a concise account of the thesis. Abstract maximum 
length is 300 words. Grad Studies guidelines indicate 150 as the maximum word count 
but 300 is the correct maximum length for an Archival Studies thesis. An abstract should 
contain a statement of the problem, methods, results and conclusions.  
  
Acknowledgements  
The content of this single page is left to the discretion of the author. The page may make 
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Financial assistance received to conduct the research should be included here.  
  
Dedication  
Optional – A page pertaining to dedication(s) is allowed.  
  
Table of contents  
The Table of Contents must list and provide page references for all elements of the thesis. 
The numbering and format must be identical to the way the material appears in the text. 
Page numbers should be right justified. The table of contents should be structured as 
follows:  
Abstract ……….…………….………….…… i 

Acknowledgements …….…………….……… iii 

List of Figures (optional) ………………… iv 

Introduction…………………………………… 1 

Chapter One: Title of Chapter …………… 25 

Chapter Two: Title of Chapter …………… 50 

Chapter Three: Title of Chapter …………… 75 

Conclusion ………………………… 100 

Appendix: Appendix title (optional) …………… 125 

Bibliography …………………………… 130 
  
Chapter Titles 



“Introduction” and “Conclusion” are the only titles needed for the introduction and 
conclusion respectively 
All additional chapters should have (somewhat!) relevant titles2 
All chapter titles are bolded and centered and should be linked to the Table of Contents. 
 
List of Tables  
The list of tables follows the Table of Contents and should follow the same format. This 
list includes the number of each table, their title and their page number.  
  
List of Copyrighted Material for which Permission was Obtained  
In some cases, students include images, photos, tables, etc., from copyrighted sources for 
their thesis. Written permission from the copyright holder(s) is required. In cases where 
the student has obtained permission from a number of copyright holders, a separate page 
listing all sources is needed. The page follows the List of Figures and should include the 
title of each copyrighted item, its source, and the page number in the thesis where the 
material can be found.  
  
Figures, Illustrations, Photographs and Design Drawings  

 
Illustrative Material  

Illustrative material should be consistent throughout the thesis. All 
figures, illustrations, photographs and drawings must be numbered 
consecutively in Arabic numerals and be accompanied with a title. The 
material should appear as soon after as it is mentioned in the text. All 
original materials should be of high quality, with sharp and clear images.  
 
(as of right now no two theses are the same in how they have inserted 
photographic material nor how they cite them!) 
If illustrative materials have come archival institutions seems like good 
practice to adhere to how the archival institutions encourages their work 
to be cited (See archives of Manitoba citation standards for example).  
 
Best practice at the moment is to have the photographs at ½ page or full 
page in the centre of the page. 

 
Layout of Tables and Figures  

Each table and figure has a number and title. The number and title appear 
at the top of the table or figure. They must conform to the margin 
requirements of the thesis or practicum. If the table or figure is oversized, 

                                                
2 Example: “Chapter 1: Archives are Cool (And We’re Not Just Talking Temperature Control!)” 



it is recommended that they be reduced in size in such a way that they 
remain clearly legible. The title of the table or figure should be as short 
as possible and indicate the major focus of the material within the table 
or figure.  

  
Additional Materials  

 
Consent and Access to Information Forms  

Sample copies of consent forms that were used to obtain consent from 
participants to take part in the information gathering procedures for the thesis 
or practicum must be included in the Appendices.   
In some cases, approval from an agency or institution or corporation may 
have been required before the information gathering procedures could 
proceed. The original approval form for access should be retained by the 
student with a copy provided to FGS upon completion to the thesis.  
  

Use of Copyrighted Material  
If the thesis includes copyrighted material, permission must be obtained from 
the copyright holder. FGS has developed a form which can be utilized when 
requisition the use of copyrighted materials.  

  
In some cases, copyright holders prefer to use their own permission forms 
and/or will provide their permission electronically. Both of these are 
acceptable by FGS.   

  
Images or more than a reasonable extract (according to the Copyright Act) of 
another person’s work must be accompanied by written permission from the 
copyright holder(s). Obtaining the permission may take a considerable amount 
of time; therefore, this must be taken into consideration when meeting a thesis 
submission deadline. A reference to written permission having been obtained 
must be included under the image or text. The reference should also include 
the date the permission was granted, and the name/title of the copyright 
holder(s). The original form(s) signed by the copyright holders should be 
retained by the student with a copy provided to FGS at the completion of the 
thesis.   

  
The thesis cannot be accepted by FGS if permission has not been obtained. It 
is important that the student and their Advisor ensure that the permission has 
been granted. In some cases the copyright holder cannot be located or the cost 
is prohibitive to using the text or image. In these situations the text or image 
may have to be omitted from the thesis.   



  
Subsequently, information on where the reader can locate the image or text 
should be included, such as the URL, title of book/journal, volume and issue 
number, page number, publisher, and date of publication. A description of the 
purpose or significance of the text or image should be provided.  

  
Copyright Ownership  
Students at the U of M have sole copyright ownership over their document that is 
submitted as a requirement of an academic program. However, the document submitted 
by the student to the U of M becomes the property of the University.  
 
Pre-Defence 
Once you and your supervisor feel the thesis is ready to go you need to do the following: 

1. Send in your abstract digitally to the department (Sylvie) so that they can begin 
the process  

2. Hand in 3 paper copies, single sided double spaced3 to the history department and 
1 for your supervisor (Some panelists may ask for a digital copy).4 

3. Roughly 4-6 weeks from that date they will attempt to schedule your defence.5 
4.  You will receive comments from your panel after at some point after the defence 

date is set but before the defence goes forward. 
 

                                                
3 At your own expense!! 
4 A sturdy bag is recommended for optimal delivery of your thesis copies 
5 If you are planning to move to Australia let people know your timeline.  Also as of May 2015 you 
are not allowed to skype in a defence!!!! Be prepared. 


