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The Big Picture: Graduation

e Student

e Graduate Program Advisors

« Faculty

e Supervisory Committee (Master'’s students)

« Reading Committee (Doctoral students)

« Department Graduate Program Advisors (GPAs)
« UW Graduate School

e UW Libraries

e Graduation and Academic Records (GARS) Office
o Office of Ceremonies - Commencement
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> Student: last day to file a Master's Request

Graduation Timeline:
Spring Quarter 2017 " St e dy o st T

Last day of quarter: June 9, 2017

> Student: last day to submit approval form
Last day of quarter: June 9, 2017

Faculty: 5:00 p.m. deadline to submit grades
Tuesday, June 13, 2017

Department: deadline to recommend
> student graduation to Grad School
Wednesday, June 14, 2017

> Grad School: Deliver ETDs to ProQuest and UW Library
Est: Tuesday, July 11, 2017

2017 glEnsy 2017
3/27/2017 6/9/2017
First Day of Quarter Last Day of Quarter
Grad School:

revien Eros I /172017 7112017

Grad School:
Process Graduation _ 6/14/2017 - 7/11/2017
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Student Responsibilities

« Submit your Master’s Request and schedule exams (PhD students) through
MyGrad Program

 Meet deadlines!
— Submit your ETD early, if possible, to guarantee priority review.

 Make sure the required sections (title page, copyright page, abstract) are
complete, accurate and proofread before submission.

« Read the publishing/distribution agreements- confer with the UW Library if
unsure of which option to select.

e Understand copyright basics.

« Understand open access and delayed release options.

e Check your email for revision requests after submitting your ETD.
e Above all: Ask questions!
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Pr g Your M ipt for Submission (Including Suppl I Files)

Submit as a PDF

When submitting a page-based manuscript of your dissertation or thesis, it must be submitted to
ProQuest Dissertation Publishing in Adobe PDF format. When preparing your PDF, be sure to do the
following:

o Embed all fonts (further information is provided below related to embedding fonts)
o Make sure there is no password protection on the PDF

o Ensure that security settings allow printing

o Format as individual, single pages

Mote: As part of our normal process, ProQuest inserts an extra page in the front of every published
manuscript.

Verify Proper Formatting

ProQuest Dissertation Publishing makes no changes to the formatting or content of submitted
manuscripts. Therefore, the burden of how the manuscript looks when it is accessed or printed is entirely
the responsibility of the author. ProQuest strongly recommends that individual authors take responsibility
for reformatting the document into Adobe PDF, for checking the reformatted document for accuracy, and
for submitting the PDF document to the graduate school or library for publication.

Digital Format Specifications
File format manuscript Adobe PDF required. NO P ion; NO p ion; NO digital
ig . You are resp for the app of your in POF.
It will appear and may be downloaded exactly &5 you submit it.
Multimedia files and formats Digital p ion best ices typically i i i i
content as supplemental files, rather than embedding multimedia in PDFs.
ProQuest will accept multimedia content of all file types. File types lisied below
will be migrated by ProQuest. File types other than those listed below are not
guaranieed to be migrated.
Images GIF (.gif): JPEG (, : TIFF (.t
Video Apple Quick Time {.mov), Microsoft Audio Video Interleaved {.avi); MPEG

(mgp)
Audio AIF (aif); CD-DA: CD-ROMXA; MIDI (.midi); MPEG-2; SND (.snd); WAV
[wav)
Margins Left: 17 Right: 17, Top and Boltom: 17
Applies to all material excepl page numbers, including figures, headersiooters,
footnotes/endnotes, and full-page images. Page numbers: at least 24" from
edge of L
Fonts Embedded fonts REQUIRED. Post Script Type 1 fonts required. Any legible
font except script, italic, or omamental fonts equivalent in scale to 10pt. Arial or
12pt. Times New Roman accepted. talicized font may be used for non-English
words and quotations. Applies to all text including captions, footnotesfendnotes,
citations, etc.
Line spacing Double-space: abstract, dedication, acknowledgements, table of contents, and
body of the pt; except for g ions as p captions, items in
tables, lists, graphs, charts. Single-space: f 3 i i
entries, lists in appendices.
Color Native digital manuseripts will appear in color when viewed electronically.
film and print rep jons will NOT p color; colors will appear in
shades of gray and may compromise legibility of figures, illustrations,
and Data and ion that is color-coded or based
on color shading may not be interpretable. For best results, have color
photographs reprinted in black and white by a professional lab.
Reproduction PDF and Print reproductions will include all color material. Microfilm

reproductions will NOT preserve color; colors will a rin shades of gray.

See Resources & Guidelines tab

ProQuest ETD Formatting

Preparing Your Manuscript for Submission (Including
Supplemental Files)

Provides guidance on how to embed fonts and other issues
important to preparing your manuscript for submission,
including:

» File Formats - manuscript and multimedia
 Margins

 Fonts

e Line Spacing

« Color

* And more...

Pl_‘(_)_(ge_st ETD EN

My ETDs | Resources & Guidelines ’

My Dissertations/Theses Lisi Submit my ETD

My profile



Title Page - Copyright Page - Abstract

Challenges for International-Education Programs.

Nichole Fernkes

Athesis
submitted in partial fulfillment of the

requirements for the degree of

Master of Education

University of Washington

2013

Edward A. Green

Rosalind Lowry

Program Authona ed to Offer Degree:

College of Education

Challenges for Intemational-Education Programs

Nichole Fernkes

A dissertation

submitted in partial fulfillment of the

requirements for the degree of

Doctor of Philosophy

Rosalind Lowry

Jared Eli Rosenthall

Program Authorized o Offer Degree

College of Education

Master’s Thesis
Title Page

Doctoral Dissertation

Title Page

The Graduate School

Required Sections for Your Document

Remember to
review the
document templates
available on the
Graduate School
website
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Required Sections for Your Document
Title Page - Copyright Page - Abstract

CCopynight 2013 Umversity of Washington

Nichole Fernkes

Abstract

Challenges for International-Education Programs

Nichole Fernkes

Chair of the Supervisory Commutiee:

Dr. Edward A. Green

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Morbi sit amet dui vel risus finibus
ullameorper sed non justo. Vestibulum a imperdiet magna, et dapibus lorem. Don
amet sapien iaculis vulputate vel non lorem. In in tortor imperdiet, m
Aliquam vitae placerat libero. Vestbulum ahgquam tneidunt
vitae. Prassent accumsan bibendum erat vi unt at risus
nee, sollicitudin pulvinar neque. Morbi omare leo vel egestas lobortis. Quisque ante neque,
blandit eleifend mattis nec, placerat a urma

¢C NON Cros sit

len vel, aliquet purus.
1, quis tempor erat fermentum

itae commodo. Integer emm urna, tincid

uis euismod ibero, et 1

Quisque inia sapien. Pracsent vel mollis velit, Fusee vehicula non nibh
vel molestie. Mauns pharetra dictum entm, quis viverra leo convallis vel. Donec sed lacus
omare, lobortis libero sed, venenatis libero. Proin commaodo, leo non la maollis, ipsum elit
porta neque. in condimenmum leo metus in justo. Dus dapibus vitae tellus sit amet semper. Morby
efficitur, mi eu finibus elementum, justo orci iaculis maunis, vel bibendum ante orei et tortor
Suspendisse potenti. Sed dignissim dapibus elit, Sed nsus libero, thoneus vitae magna quis,
tempor ullamcorper velit. Integer id sapien finibus, tincidunt ante in, accumsan magna
uliricies, uma in porta dapibus, risus ante fucibus erat, vitae volutpat leo turpis eget hgula
Dionec orci lectus, accumsan suscipit volutpat et, sagitiis nec arcu

Maurns uncidunt sodales 1aculis. Sed ulinees velit el eu faucibus enim pulvinar mollis. Nune
enim elit, laoreet a maximus sit amet, pretium non arcu. In tempus vulputate laoreet. Aliquam
dictum sem egestas nisi commodo volutpat, Nulla euismod velit molestie augue eui:
vehicula at ut lorem. Vivamus scelerisque, nulla et uncidunt volutpat, nisl enim molestie nunc,
sed omare mi risus ac lorem. Vivarmus hendrent vehi
digmissim mattis mauns sed ewsmod

wd

sapien et aliquet. Pellentesque

Copyright Page Abstract
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Required Sections for Your Document
Title Page - Copyright Page - Abstract

What are we looking for?

« Completeness
— Is all of the information there? Have you included the three required sections?
 Accuracy

— Is your degree title correct? Is your name listed as it appears on your official UW
record (preferred or legal name)?

 Proofread

— Does your ETD title match your degree request? Are your committee members’
names spelled correctly?

« Refer to the ETD Checklists and Required Sections for Your Document Resources



http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/final-submission-of-your-thesisdissertation/required-sections-for-your-document/
http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/final-submission-of-your-thesisdissertation/required-sections-for-your-document/
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Title Page- Common Corrections

Name must appear as it does in your official UW
record
— Preferred name may be used, if entered via identity.UW.edu

Ensure you are using the correct sample pages
(Ph.D. vs Master?s)

Name of Degree

— Ex: Master of Science (Civil Engineering) vs. Master of
Science in Civil Engineering

— Not sure? Refer to your unofficial transcript or MyGrad Program

Year is the year you are graduating
— (not: 2013-2017)

Committee Member Names
— Omit Professional Titles (Dr., Professor, PhD...)
— Avoid using nicknames

Avoid blank pages between required sections

[Title of your document]

[Your name]

A thesis

submitted in partial fulfillment of the

requirements for the degree of

[Name of Degree|

University of Washington

[Year (noday or month) of graduation]

Committee:
[Name of committee member]

[Name of committee member]

Program Authorized to Offer Degree:

[Name of program]
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ETD Title Page- Common Corrections
ProQuest )

My ETDs

Program Authorized to Offer
Degree:

« Not sure what to list? Refer to the
drop-down selection in ProQuest

* Avoid using specifics from your
degree title in the program name.
Generally, this is the department or
college awarding your degree.

« Exclude the specific UW campus from
the program name

« Contact your GPA or GEMS at
muwgrad@uw.edu with questions!

My Dissertations/Theses List
Submission steps

Publishing information:
Instructions
PQ publishing options
ProQuest agreement
IR publishing options
University agreemen t

Contact information

About my dissertatien/th

a/thesis:
Dissertation/Thesis details

PDF

Supplemental files (optional)

ive doct

Notes (optional)

Submission & payment:
Register U.S. Copyright
Order copies

Shipping address

Submit

Resources & Guidelines

Submitmy ETD My profile

Dissertation/Thesis Details
Primary language of your dissertationthesis®:
Title*:

Year Manuscript Completed®:

Degree/Department Information:
Degree Date*:

Degree Awarded*:

Department™:

Advisor/Supervisor/Committee Chair*:

Enter your primary advisor(s), not your entire cor

Committee Members:
Include up to 10 names. Do not include degrees

en (English)

Year

Month v | Year v

Aeronautics and Astronautics
Anthropology

Applied Mathematics

Aquatic and Fishery Sciences
Architecture

Art

Art History

Asian Languages and Literature
Astronomy

Atmospheric Sciences
Biochemistry

Bioengineering

Bioethics and Humanities
Biological Structure

Biology

Biology Teaching

Biomedical and Health Informatics
Biostatistics - Public Health
Built Environment

ne:

ne:



mailto:Uwgrad@uw.edu
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ProQuest: Administrative
Documents Section

Committee Approval Forms

— Master’s Supervisory Committee Approval
Form

— Doctoral Dissertation Reading Committee
Approval Form

ETDs are reviewed only after a
completed approval form is received
by the Graduate School

Survey of Earned Doctorates (SED)
Certificate of Completion
— PhD Students Only

I’mgﬁ_est ETF} B

My ETDs Resources & Guidelines

My Dissertations/Theses List ~ Submitmy ETD My profile

Submission steps

Publishing information:
Instructions
PQ publishing options
ProQuest agreement
IR publishing options
University agreement

Contact information

About my dissertation/thesis:

Dissertation/Thesis details

PDF
Supp ital files (optional
Administrative documents

Notes (optiona

Submission & payment:
Register U.S. Copyright
Order copies

Shipping address

Submit

Administrative Documents

Required fields are marked with an asterisk (*).

g [
Committee Approval Forms

Committee Approval Forms are available on the UW Graduate School's website.

Master's Supervisory Commitiee Approval FOMl]]  s——
Hyperlinks to the

forms here

Doctoral Dissertation Reading Committes Approval FOMm — se——

Download the PDF form and complete the student information. Print the form, sign it, and obtain your committee members' signatures.

If you have any questions, please email GEMS at uwgrad@u washinglon.edu.

Upleoad file

2,
Certificate of Completion of the Survey of Earned D (SED) PhD students ONLY

The Survey of Earmed Doctorates (SED) is an online survey required only for doctoral students: hitt

sed.norc.orgishowRegister.do

Upon completing the SED, you will receive an SED notification email from SEDWEB@norc. uc

du, which includes your Certifical

If you have any questions, please email GEMS at uwgrad@uw edu=mailto.uwgrad@uw edu=

Save & Continue
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Committee
Approval Forms

Signatures certify that the committee has
examined the final copy of the thesis or
dissertation and is satisfied with the final
result

Scan the completed form and submit
electronically via the Administrative
Documents Section of ProQuest

Note on signatures:

— If necessary, you may obtain signatures on
separate forms, but you must upload the
forms as one PDF file.

Deadline: 11:59 p.m. PST on the last day
of the quarter

UW Graduate School
Master's Supervisory Committee Approval Form

Student Instructions

1. Cnmplete the student infarmation section and sign the student ag reermant.

Obtain your committee mambers' signatures.

Scan your form (PDF) when it is completed and signed.

Upload the POF to the Administrative Documents section of the UW ETD Administrator Site.
Deadline: 11:59 p.m. PST on the last day of the quarter

& i P2

Maote: If your form ks incomplate (missing information andior signatures) or if GEMS receives it after
the deadline, you will be required fo register the following quarter or pay the 5250 Graduafe
Registration Waiver Fea: hitp:/haww.grad washington. edu/policies/igeneralireqwaiver.shiml

This is afillable

Student Information form. Please

type your
Mame: Student 1D #: = information.
Graduation (Cuarien ear): LW Email Aceount:
Mame of Degree: Program:
Student Agreement

| certify that | have presented my master's supemvisory commitiee with the final copy of my master's thesis
for examination and approval.

Signature of Student. Date:

Master's Supervisory Committee Agreement

| certify that | have examined the final copy of the above student's master’s thesis and have found that it
is complete and satisfactory in all respects, and that any and all revisions required by the final examining
committee have been made.

Signature of Committee Chair: bate: | please type your
Frint nams: batow signatrrs - committee member
names. We cannot
Signature of Committee Co-Chair (if applicabile): Date: _| alveavs read
Print namme below signature line: way
signatures.
Signature of Commities Membsar: Date:
Prind narme below signafure fine:
Signature of Committee Membsar: Date:
Prind narmea balow signafure fine:
Signature of Committee Membsar: Date:
Print name below signature fine:

Questions: Flease contac Graduate Envaliment Management Senices (GEMS) ol uworadiBuw.edu or 2066852530,




ETD Access Options

* You will be prompted to select two publishing options when submitting your ETD

« Onceyour ETD is accepted and your graduation processed, the system deposits

identical digital copies within the ProQuest System and the UW Institutional
Repository- ResearchWorks.

« Students may restrict access to their theses and dissertations...
— while seeking to publish journal articles or books based on them,
— to protect intellectual property during the patent application process, or
— to prevent the disclosure of sensitive or classified information.
« Review “Selected Scenarios” on the Graduate School website to consider your options.

m http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/access-options-for-electronic-theses-and-dissertations/



http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/access-options-for-electronic-theses-and-dissertations/
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Publishing Options

Access System Publication Options Restricted Access How is your work Who has access to
Periods accessed? your work?

ProQuest (PQ) Immediate Access N/A ProQuest Dissertations Students, faculty, and
(chosen by most and Theses Database researchers with access
students) to the PQ database
No Access during the 6 months, 1 or 2 years, N/A Not accessible to anyone

Restricted Access Period | or specified date

Institutional Repository | Immediate Open Access | N/A UW Libraries’ Research Anyone via the web
(ResearchWorks) (chosen by most Works
students)
UW-only Access during 1,2 or 5years UW Libraries’ Only UW faculty an
Restricted Access Period, ResearchWorks students and on-site
followed by Open Access users of UW Libraries
No Access during 1 year N/A Not accessible to anyone

Restricted Access Period,
followed by Open Access

http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/access-options-for-electronic-theses-and-dissertations/



http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/access-options-for-electronic-theses-and-dissertations/
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Submission steps

Publishing information:

Instructions

Publishing Options

PQ publishing options

ProQuest agreement
IR publishing options

University agreement
Creative Commons

Contact information

About my dissertation/thesis:
Dissertation/Thesis details
PDF
Supplemental files (optional)
Administrative documents

Notes (optional)

Submission & payment:
Register U.S. Copyright
Order copies

Shipping address

Submit

Select Publishing Options

Access options (e.g., delaying the release of your work)

If you choose to delay the release of your work, access to the full text of your work will be delayed for the period of time that you specify. The citation and abstract of your work will be available
through ProQuest and may be available through your institutional repository.

Note: Most institutions have delayed release (or embargo) policies. Please consult with your Graduate School for more information.
Delaying release in ProQuest

| want my work to be available in ProQuest as soon as it is published. *
Yes
® No - | have patents pending, or another reason why | need to delay access to the full text of my work.

How long would you like to delay the release to ProQuest? * (more info)
6 months 1 year 2 years

Note to administrator (optional): 200 characters

Reason for delaying release to ProQuest: *
Select A

Publication pending with another publisher

Patent pending

Material under another copyright is contained in the work
Sensitive material is included

Deferred degree date

Other
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Submission steps

Publishing Options

Instructions

PQ publishing options
Bi it Institutional Repository (IR) Publishing Options

IR publishing options

University agreement

Creative Commons Access options”

Contact information Select the option that best reflects your preference for publishing your work in your school's institutional repository.

Open Access
About my dissertation/thesis: .
Restrict to UW for 1 year, then make Open Access

sl b it Restrict to UW for 2 years, then make Open Access

pos Restrict to UW for 5 years, then make Open Access

Supplemsntal fles {aptional) No access for 1 year, then make Open Access (limited to students pursuing a patent or having another compelling need to restrict access)

Administrative documents

_ Save & Continue
Notes (optional)

Submission & payment:
Register U.S. Copyright
Order copies

Shipping address

Submit
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After Submitting

I've submitted my ETD and Committee Approval Form... what’s next?

» ETDs will be reviewed by GEMS advisors as they are received, in the last two-three
weeks before the quarter ends, and after the last day of the quarter.

« You will receive an email notification from the name “ETD Administrator”
etdadministrator@proguest.com if any revisions are requested or notifying you if
your submission has been accepted. Check your spam folder if you don't see
anything!

« Submission in progress — You have started, but not completed submission of your
ETD to the UW Graduate School (GEMS).

e Submission in review — Your submission was submitted and received.

» Revisions requested — Your submission was reviewed and you were sent an email
requesting revisions.

« Submission approved — Your submission was approved by a GEMS advisor and is in
the queue for delivery to ProQuest.



mailto:etdadministrator@proquest.com
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A Few Notes

« Dates and Deadlines are posted on the Graduate School website.

 If you start your ETD submission but need to finish later, you can save
your information and come back to finish. No information will be lost.

« Bound copies can be ordered through ProQuest or the UW Copy
Centers.

e Once your thesis/dissertation is submitted, no additional changes to
the document are allowed with the exception of a major data error in

the document.
— In this circumstance, a letter outlining the necessary changes is
required from your supervisory committee chair.

« ETDs are delivered to UW ResearchWorks and ProQuest for publication
after degrees are conferred.

http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/



http://grad.uw.edu/for-students-and-post-docs/thesisdissertation/
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Graduate Registration Waiver Fee
Definition:

« The $250 Graduate Registration Waiver Fee is an optional fee paid in lieu of registration. It is available to qualifying students
for a 2 week period directly following the quarter in which all Graduate School and graduate program degree requirements
are met. Qualifying students who pay this fee will graduate in the quarter following the fee payment period.

Eligibility:
* Master’s students who did not submit a Master’s degree request prior to the request deadline for the quarter in which all
degree requirements were completed

« Students who completed all degree requirements but needed additional time to format the thesis or dissertation
(project papers are not included)

Scenario:

* You're a Master’s thesis student and have completed all degree requirements in Spring quarter 2017, you've defended your
thesis and your committee has approved the document but you haven't completed formatting your footnotes

* You submit your thesis 2 weeks following the last day of Spring quarter and pay the $250 Registration Waiver Fee
*  You submit another Master’s request for Summer 2017 and your graduation is processed at the end of Summer quarter.

Deadline:
* For Spring Quarter 2017, the deadline to submit your ETD is is Friday, June 23.
 The deadline to pay the $250 fee is the last day of instruction the following quarter.

m More Information: https://grad.uw.edu/policies-procedures/general-graduate-student-policies/graduate-registration-waiver-fee/



https://grad.uw.edu/policies-procedures/general-graduate-student-policies/graduate-registration-waiver-fee/
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Commencement

» Students who graduated Summer 2016, Autumn 2016, or Winter 2017 are eligible to walk in
commencement and their names will appear in the Commencement bulletin.

L0

&

» Students who plan to graduate Spring 2017 are eligible to walk in commencement and have their
names appear in the Commencement Bulletin; however, they must submit their master's requests
or doctoral final exam requests to the Graduate School no later than April 14, 5 pm if they want
their name to appear in the Commencement Bulletin.

L)

4

» Students who plan to graduate Summer 2017 are eligible to walk in commencement; however,
their names will appear in next year’s Commencement Bulletin

L)

Office of Ceremonies: ceremony@uw.edu, 206.543.2592

Bothell: http://www.bothell.washington.edu/commencement
Seattle: http://www.washington.edu/graduation/
Tacoma: http://www.tacoma.uw.edu/commencement



http://www.bothell.washington.edu/commencement
http://www.washington.edu/graduation/
http://www.tacoma.uw.edu/commencement
mailto:commence@uw.edu
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Questions?
o Dates & Deadlines o Copyright
 Formatting e Fair Use
o Title Page, Copyright Page, Abstract « Embargoes
e Supervisory Committee Approval « Open Access
Forms « Publishing Agreements
e Status of a Submitted ETD e ResearchWorks
e Graduation Process or Requirements
« Letters of Certification
Contact UW Libraries

rworks@uw.edu

Contact Graduate Enrollment
Management Services (GEMS)

uwgrad@uw.edu
206.685.2630

Review the Library ETD FAQ Page:
https://researchworks.lib.washington.edu/etd-fag.html|



mailto:uwgrad@uw.edu
mailto:rworks@uw.edu
https://researchworks.lib.washington.edu/etd-faq.html
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