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Directions for Turning in Thesis:  IMPORTANT
BEFORE YOU PRINT

· Are there 3 COMPLETE copies (with signature pages)?

· Do all three signature pages have the committee’s signatures?

· Are they on the correct (acid-free) paper?

· Is the left-hand margin 1.5”?  This is VERY IMPORTANT FOR BINDING! (If you have elected to print on both sides, you must accommodate for this in your printing so that the inside margin is 1.5”). 
BEFORE YOU COME TO TURN IN YOUR THESIS
· After printing, have you saved exactly what you printed as a PDF and emailed the file to refcal@elon.edu? This must be your final version and match the hard copy exactly. We encourage you to bring an electronic copy to thesis turn in as backup because you cannot turn in your thesis if the electronic version has not been received by the librarian. 
· Do you have any additional materials to include (e.g., CDs or DVDs)?  If so, please bring 3 copies (or more if you are requesting additional copies of the thesis, as noted below) in a labeled envelope to turn in.  The Honors Program will keep these additional materials, and insert them into the bound theses when they are returned.  During the turn-In process, you will need to indicate that you want a plastic sleeve in all the bound copies.
· Do you have 3 envelopes in which a copy of your thesis will fit?
· If you are requesting extra copies, have you brought your checkbook or cash and the extra copies of your thesis (with accompanying envelopes). Each extra copy will cost $25, as noted below.
· Finally, but importantly: have added/updated your achievements on the Honors Achievements Google Form? If not, bring your laptops and plan to fill out the form at thesis turn in so we can be sure we have 100% completion. 
WHEN YOU COME to Belk 208 on the scheduled day and time (see Honors Calendar):
1. Bring 3 copies in 3 separate envelopes; put your last name and major on the outside of each envelope.  Please make sure it is legible. If you have more than one major, select only the major that matches your project most closely (typically, though not always, this will be the major that aligns with your mentor’s department). 
2. Fill out the release form donating a copy of your thesis to the library.  Print clearly because this will be bound and included in one copy of your thesis.  Then get the librarian to sign the bottom part of the form.
3. Fill out a slip for the bindery.

4. Update your accolades, summer contact information (new email, address and phone number) and plans for next year (job, grad school, etc.) if known into the Honors Achievements Google Form.
5. Three copies of your thesis will be bound; one for the library, one for you, and one for your mentor.  These costs are covered by the library and the Honors Program.  If you want to order up to two additional copies of the bound thesis, bring the additional printed copies of your thesis and a check or cash for $25 PER extra copy, made out to Elon University.   
[Directions to Belk Library 208: take the elevator to 2nd floor.  Turn right from the elevator – 208 is the last room on the left. Be prepared: we will be taking your photo.]
