
THESIS BINDING CHECK LIST 
 

This checklist is meant to help you prepare your copy for binding and prevent any 
problems or setbacks that can cause you inconvenience and/or delays in the process.  
Please read the instructions below carefully and check off the items in the boxes provided 
as you create the copies you will submit for binding.   
 

 1. ONE MANDATORY COPY  
 

You must provide one mandatory copy of your thesis printed on 100% cotton bond or 
100% rag paper with a watermark stating its quality.  The paper should also be at least 20 
lb weight, and not heavier than 24 lb weight.  A blank page of the same quality paper 
should be included on the front and back of each copy of your thesis. A blank colored 
sheet of regular paper should be used to separate your copy from your paperwork. Please 
use the box the paper came in as storage when submitting your thesis for binding.  The 
thesis should not be bound or otherwise clipped together. 
 

 2. PROQUEST/ UMI PUBLISHING AGREEMENT 
 
o Download the ProQuest / UMI Publishing Agreement from the SJSU Graduate 

Studies and Research website: http://www.sjsu.edu/gradstudies/thesis/thesis_forms 
 
o Review the required components of the ProQuest / UMI Publishing Agreement. 

These include: selecting a publishing option, indicating any restrictions you wish to 
place on the publication of your thesis, providing your signature and date, and filling 
out the Master’s Thesis Submission Form. 

 
o Submit pages 4 and 5 of the ProQuest / UMI Publishing Agreement; include your 

signature and the date on page 4 and fill out both pages completely. The name on the 
publishing agreement must be the same name that is on the title page of the thesis. 

 
o Submit the additional Copyright Registration Form (page 6) ONLY if you wish to 

utilize this optional service. 
 
o Submit the additional Copy Order Form (page 7) ONLY if you wish to order personal 

copies of your thesis through ProQuest. 
 
o Attach an extra copy of your title page and abstract to the ProQuest / UMI Publishing 

Agreement. 
 

 3. FEES 
 

San Jose State University does not charge a fee for the processing of the final copy of 
your thesis. The fees associated with the publication of your thesis are established by 
ProQuest / UMI. The fee that you will have to pay depends on which publishing option 
you select and whether or not you order additional optional services through ProQuest. 



SJSU recommends the Traditional Publishing option. The fees are outlined below for 
each publishing option. 
 
o If you choose the Traditional Publishing option: Submit a money order or cashier’s 

check for $55.00 or $110.00 made out to PQIL [ProQuest Information and Learning 
Company] and signed by a bank.  Please do not buy a cashier’s check that states 
“void after 90 days” on it; e.g., Bank of America checks are “void after 90 days” and 
will not be accepted. Credit cards are not accepted for the publishing fee. 

 
(b) $55.00 is the basic Traditional Publishing fee. 
(b) $110.00 is the basic Traditional Publishing fee plus the fee for copyright 

registration of your thesis. 
(b) If you wish to order personal copies of your thesis through ProQuest, either 

include a separate cashier’s check or money order or include your credit 
card information on the Copy Order Form (page 7). Do not submit 
additional copies of your thesis. 

 
o If you choose the Open Access Publishing option: Submit a money order or 

cashier’s check for $150.00 or $205.00 made out to PQIL [ProQuest Information and 
Learning Company] and signed by a bank). Please do not buy a cashier’s check that 
states “void after 90 days” on it; e.g., Bank of America checks are “void after 90 
days” and will not be accepted. Credit cards are not accepted for the publishing fee.  

 
              (a) $150.00 is the basic Open Access Publishing fee 

(b) $205.00 is the basic Open Access Publishing fee plus the fee for copyright 
registration of your thesis. 

(c) If you wish to order personal copies of your thesis through ProQuest, 
either include a separate cashier’s check or money order or include your 
credit card information on the Copy Order Form (page 7). Do not submit 
additional copies of your thesis. 

 
San Jose State University does not provide binding services for personal copies.  In 

addition to the option of ordering personal copies through ProQuest, other options for 
personal copy binding services include:  
 

Heckman Bindery, Inc. (www.heckmanbindery.com)  
SJSU Associated Students Print Shop (http://as.sjsu.edu)  

 
 4. COPYRIGHT PERMISSION 

 
If you were required to get written permission from a publisher or author for 

reproducing copyrighted material, photocopy the letter or letters and attach them to the 
ProQuest / UMI Publishing Agreement.  It is not necessary to attach the IRB / Human 
Subject’s letter to your thesis for binding. 
 
 



 5. EXTRA TITLE PAGE AND ABSTRACT 
 

These will be used for library microfilming purposes only and are in addition to the 
extra abstract and title page submitted with the ProQuest / UMI Publishing Agreement. 
 
o 1 extra title page (include your adviser’s name at the bottom of the title page two 

spaces below the date, either typed or handwritten).  
 
o 1 extra abstract. 

  
 

 6. CHECK THE FINAL THESIS FOR: 
 
o Correct printing and sequence of pages. 
 
o Blank page of the same quality paper on the front and back of the thesis. 
 
o Colored paper separating the final copy from your ProQuest paperwork.  
 
o All signatures must be present on the final copy. The original signature page may 

be retained for use by the student. A photocopy of the original signature page should 
be made onto 100% cotton paper for the mandatory copy of the thesis.  

 
 7. SUBMITTING THE FINAL COPY 

 
You must include the original draft of your thesis when submitting your mandatory copy 
so that we can verify that the requested corrections were made. 
 
Paper clip together your payment(s), ProQuest / UMI Publishing Agreement, Copyright 
Registration Form (if applicable), Copy Order Form (if applicable), written permissions 
(if applicable), extra title page and extra abstract for ProQuest, and extra title page and 
extra abstract with your advisor’s name, and place on top of your mandatory copy. Place 
your original draft at the very top. 
 
Drop off your final copy for binding at the Office of Graduate Studies and Research, 
ADM 223. Please do not create delays at the front counter by putting together your 
materials when you arrive! Rely on this checklist to assist you and come with your final 
copy ready to hand in. If you have any questions, contact the Thesis Coordinator 
beforehand: Alena Filip (408) 924-2479. 
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