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Responsibility 

Advisor’s Responsibility: 

• The student’s advisor serves as a mentor while the student is doing thesis work and
preparing results.  Although the student owns the primary responsibility for the
content, quality and format of the thesis, the advisor must be consulted frequently.
Advisors approve the final document before it is submitted. Advisors are particularly
asked to ensure the abstract summarizes clearly and concisely the major points of the
thesis.

Student’s Responsibility: 

• The student is responsible for making all arrangements and preparations for the
submission of the thesis. The student should consider the following:

1. Follow all requirements and instructions of your thesis advisor.
2. Consult the Publication Manual of the American Psychological Association

for the correct format of headings, tables, figures, illustrations, footnotes, in
text citations and references.

3. Refer to the thesis requirements and guidelines provided by the Economics
and Business department regarding correct format for thesis presentation.

4. Draft and edit for correct sentence structure, grammar, paragraphing,
punctuation and spelling before review from advisors.

5. Construct pagination and legends for all tables and illustrative materials.
6. Proofread the final copy to ensure corrections have been made correctly.
7. Present timely drafts to their advisor for review.
8. Submit the final draft on time through the online submission portal.



2 

Arrangement of the Thesis

Each thesis must be arranged in the following order. Specific information about each section is 
on the following pages. Italicized pages are optional.  

• Title Page
• Copyright Page (optional)
• Abstract
• Honor Code
• Acknowledgement Page (optional)
• List of Abbreviations (optional)
• Glossary (optional)
• Table of Contents
• Text Body (divided into sections following a logical outline)
• Tables, Illustrations, Figures and Graphs: If not incorporated in the main body of the text.

These should immediately follow the text, not at the end of sections
• References
• Appendices (optional)
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Formatting and Layout Requirements 

Page Size 

• Page size should be 8.5 x 11, Standard US letter size

Margins 

• 1.5 inch on the left side
• 1 inch on all other sides

Spacing 

• Each section title should adhere to the margins above and begin one inch
lower than the top of the page.

• The preliminary pages as well as the text must be double spaced.
• Under certain conditions, quotations may be single spaced, as recommended

under APA style.
• Table of Contents and lists with lengthy entries may be single spaced with a

double space between entries.
• References may be single spaced, with a double space between entries.

Pagination 

• Every page after the List of Tables, Figures, Illustrations and Graphs is numbered.
• Page numbering should be centered on the bottom of each numbered page, ½ inch

from the bottom edge.
• Page numbering will begin with Arabic numeral 1
• No empty pages
• On pages that are formatted with landscape orientation, the page number must

appear in the bottom center as if the page were not rotated originally.

Graphs and Tables 

• Link to install a program on Stata to export regression and summary tables: 
https://www.statalist.org/forums/forum/general-stata-discussion/
general/1435798-asdoc-an-easy-way-of-creating-publication-quality-tables-from-
stata-commands 

• How to create customizable tables in STATA 17: https://www.stata.com/new-in-
stata/tables/

https://www.statalist.org/forums/forum/general-stata-discussion/general/1435798-asdoc-an-easy-way-of-creating-publication-quality-tables-from-stata-commands
https://www.stata.com/new-in-stata/tables/
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Submission 

• The completed thesis must be uploaded to the thesis submission module no later
than 2:00 p.m. of the day it is due.

• The thesis can be submitted at the following link:
https://forms.office.com/Pages/ResponsePage.aspx?
id=PLHHz5YSh0OzCF3gj9E8mYMRC84qfp1MnRatiGEhLyxUMUJRRzZLVF
hDMUtTUU0xWlBBODRUNFVUMC4u (also found on the E&B Thesis
Resources 2022-23).

Deadlines 

Second thesis block: 2:00 pm deadline: 

Block II Wednesday, October 19, 2022 
Block III Wednesday, November 16, 2022 
Block IV Wednesday, December 21, 2022 
Block V Wednesday, February 22, 2023 
Block VI Wednesday, March 22, 2023 

Penalties 

• If you do not meet your thesis advisor’s expectations and you earn a D+ or below
during your first thesis block you will be required to restart your thesis with a new
advisor.

• Penalties for late submission are detailed below:

Day Time Grade 
Reduction 

Potential Grade 
if Thesis 

Earned an A 
Submitted on time On or before 2:00 pm None  A 

Submitted on due date Between 2:00-4:00 pm 1/3 letter 
grade 

Reduced to A- 

Submitted after 4:00 pm on the 
day it was due 

The following Monday, 
before 2:00 pm 1 letter 

grade 

Reduced to B 

Submitted after 2:00 pm on the 
Monday after it was due 

The following Tuesday, 
before 2:00 pm 2 letter 

grades 

Reduced to C 

Submitted after 2:00 pm on the 
Tuesday after it was due 

The following 
Wednesday, before 2:00 

pm 
3 letter 
grades 

Reduced to D 

Submitted after 2:00 pm on the 
Wednesday after it was due 

4 letter 
grades 

NC grade given 

https://forms.office.com/Pages/ResponsePage.aspx?
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Content

YOUR THESIS TITLE 

A THESIS 

Presented to 

The Faculty of the Department of Economics and Business 

The Colorado College 

In Partial Fulfillment of the Requirements for the Degree 

Bachelor of Arts 

By 

[Your Name] 

Graduation Month Year 

Center this page 
horizontally & vertically. 

(Template available on the 
Economics & Business website.) 

This will be either 
December or May. 

Title is in 
ALL CAPS. 

Watch out for 
typos. 

NO PAGE 
NUMBER. 

1-1/2” margin on left.
1” margin on right. 
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TITLE OF THESIS GOES HERE 

Your Name 

Month Year 

Major 

Abstract 

Insert text of abstract here.  An abstract must be no longer than one page, but may be as 
short as 1 paragraph.  An abstract is a brief summary of your thesis.  It should include the 
context of the problem, a statement of your problem or hypothesis, the approach or 
method, and the data or evidence used in your analysis.  An abstract usually ends with a 
statement of the main point or with a statement that anticipates the main point of the 
thesis. 

KEYWORDS: (Word, Word, Word) 
JEL CODE: xxx, xxx 

Copy your title from 
your title page. 

Template available 
on the Economics & 

Business website. 

This is either 
December or May. 

Standard method of classifying scholarly literature 
in the field of economics. 
https://www.aeaweb.org/econlit/jelCodes.php https://www.aeaweb.org/jel/guide/jel.php  

https://www.aeaweb.org/econlit/jelCodes.php
https://www.aeaweb.org/jel/guide/jel.php
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Your signature must be 
handwritten. 
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Figure 1:  

Table 1: 

Figures, tables, and equations should all 
be numbered sequentially. Do not 
include section place. The title goes 
above the figure or table and the source 
goes directly below the figure or table. 
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Equation 1 

Equation 2 



14 

5: 

Source: American Psychological Association, 2011 

Also note that numbers in tables 
should extend 2 decimal places. 
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Source: American Psychological Association, 2011 
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