University of Tennessee Health Science Center

College of Graduate Health Sciences

Checklist/Form for Library Binding of
Electronic Dissertations & Theses for Students

No bound copies are required for electronic theses and dissertations. However, if you
would like personal bound copies for yourself, your family, research advisor, or
committee members, the library can arrange this for you. The library’s binding process
can take as long as 3 months. (An alternative to the library’s binding service is J] & K
Bindery, 4604 Quince Road, Memphis, TN 38117. (901) 685-0446. This service takes
approximately one week.)

1.

Print or copy as many copies of your thesis or dissertation (TD) as you need bound.
Remember to print copies for your research advisor and committee members, if
appropriate. Check each copy to ensure that all pages are included, no blank pages or
extraneous pages are included, and everything is in the correct order. The library and
bindery are not responsible for this quality check. Place each copy of the TD in an
11x14 envelope. Write your name on each envelope.

Initial here to indicate that you have checked each copy

Pay the binding fee at the library Business Office (Alexander 338) (see
http://library.utmem.edu/information/directions for location). You must call 901-448-
6312 for an appointment. The fee is currently $17 per copy, tax included. You can
pay with cash, check, or departmental transfer voucher; credit cards cannot be
accepted. Be sure to receive and retain your receipt.

Initial here to indicate that you have a receipt for all copies to be bound

Bring the copies, receipt, and this document to the Circulation Desk in the library
between 8 a.m. and 5 p.m., Monday through Friday. Ask for Gloria Harris or Carolyn
Polk.

Electronic and Collection Services staff will notify you via e-mail when the bound
copies arrive from the bindery.

You are responsible for arranging for the collection of the bound copies and for
distributing them to your research advisor and committee members, if appropriate.
Only those persons authorized by you can collect your bound copies. Bound copies
not collected within 3 months become the property of the library. No refunds are
given for copies not collected.
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6. Your name

7. Your contact information, in case there is a problem with the binding.

8. E-mail address(es) to notify when bound copies arrive. We can send the notification to
up to four e-mail addresses.

E-mail (1)

E-mail (2)

E-mail (3)

E-mail (4)

9. You can authorize up to three other people to be able to collect your bound copies, if
you are not able to collect them yourself.

Name (1)

Name (2)

Name (3)

10. Full title of your TD.
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10. The title on the spine of the bound copy must be 63 characters or less (including
spaces). What is your spine title?

To help ensure correct spacing of the spine title, please also give your spine title below,
one character (or space) for each number.

18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34

35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 51

52 53 54 55 56 57 58 59 60 61 62 63

I am the author of the document(s) being bound.

Signed: Date:

FOR OFFICE USE ONLY

[] Items #1 and #2 are initialed.

[] Number of copies provided matches fee paid ($17 per copy) to the library Business Office.
Note: dissertation over 500 pages is $34 per copy, i.e., 2 vols. each copy.

[IStudent provided library receipt. Make 2 copies and return the original receipt to the student.
[IStudent provided name, contact information, at least one e-mail address, title, and spine title.
All information is legible and understandable.

[] Information on title page confirms that student is with the College of Graduate Health
Sciences, not Nursing or Allied Health.

Received into the library on (date)

copies of thesis/dissertation for binding from

(author)

Received by (name)

http://www.utmem.edu/grad/TDs/TD_Binding.pdf 3 Form updated by David Armbruster, 10/15/08



[] Made 2 copies of previous page (#3) with above receipt box completed, and gave 1 copy to
student.

[] Attached other copy of previous page (#3) to copy(ies) of TD with rubber band.

[] Sent to bindery on (date)

L] copies received from bindery on (date)

[] Gave 1 copy of receipt to Library Business Manager, with relevant bindery invoice.

[ ] E-mailed contacts in item #8 on (date)

Dear Dr. (author name),

The bound copies of your dissertation/thesis that you requested have now arrived in the library.
Please collect these copies from the library at your earliest convenience (during regular office
hours), or arrange for one of the people you authorized to collect these copies on your behalf. If
someone not listed on the binding form will be collecting the copies, the author must notify me of
their name by e-mail, or the copies will not be released. If no one is available to collect copies, let
me know so that shipping to your location can be arranged. Note that copies not collected/shipped
3 months after receipt by the library become the property of the library. No refunds will be given.

Sincerely, (your signature)

[_] New authorization given by author for

(name)

(name)

[ ] Copies collected by

(name)

(signature) (date)

(given to authorized person by)

[_] Shipped on (date) (Contact Becky Brown for GHS UPS account #)

[_] Copies not collected. Became property of library on (date)
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