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2 June 2026 

Prepare your dissertation manuscript for publication
Doctoral dissertations at Södertörn University are published by the university in the Södertörn 

Doctoral Dissertations series. The production of dissertations at the university, including layout 

and cover design, is the responsibility of the Publications Department at the university library. 

Please contact publications@sh.se when starting to discuss a date for the defence of your 

dissertation. A production schedule will be confirmed when the decision for the date for the 

defence has been made. Make sure to read through the “Checklist for procedures relating to 

the public defence of a thesis”-document available on the employee web.  

Formats 

*The font will be changed to Minio Pro (Södertörn University-profile font) during production in keeping

will other publications from the university. Times and Garamond are recommended as they available in

most programmes and give a good impression of the final layout.

 Be aware 
• Production: A complete, proofread, manuscript (in a Word document) should be sent

to the Publications Department at least seven semester weeks before the date for

the defence of your dissertation. Dissertation cannot be produced between 15 June

and 30 August, but a notification of a defence can be from the middle of August (at

least three weeks before the date for the defence). If a date for the defence is set for

before the middle of October, production of your dissertation should begin by the

middle of May and be complete before the summer break.
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• Production takes less than three semester weeks (including one week for printing). 

Firstly, the manuscript is laid out and the cover is finalised. Following that, two pdf 

proofs (inlay and cover) are sent to the doctoral student for review where comments 

and corrections can be made prior to files being sent to print. If a manuscript is over 
250 pages (in the dissertation format), or if it contains over 25 images, figures 
or tables etc., you may need to allow extra time and ask for an earlier hand-in 
date.  

• Please note that the text will move during layout in relation to the manuscript you 

hand in for production. Adjustments to the formatting of the text and layout of tables 

etc. can be made by commenting in the pdf. proofs. 

• If your manuscript is to be proofread before production, be aware that the 
proofreader may request your document in a different format. Leave a generous 
amount of time for the proofreading process, and the work you will need to do 
afterwards, before production is to begin. 

Cover and inlay (manuscript) 
• The book cover is designed by the Publications Department with input from the 

doctoral student. The cover is the responsibility of the Publications Department due 

to the time constraints of the production schedule. The title and back page text need 

to be designed in a way that is easy to read. There are a few licensed Södertörn 

University-profile fonts that are used for text on the book cover (do not buy and expect 

to use other fonts). The are several fixed elements that must appear on the cover such 

as series title, series number and Södertörn University -logotype. Here is a link to the 

series to give you an idea for a cover. The doctoral student is responsible for scanning 

in and/or sending over an image for the cover (300 dpi minimum) and for applying for 

the relevant copyright or permission to use an image, when required. A preliminary 
title and cover image should be sent to the Publications Department three 
months before the date for the defence. 

• The back page text should be maximum 160 words and include a one-line author 

biography. Avoid phrases like “In this dissertation” or “In this book”. The Publications 

Department may read the back page text and give suggestions on how to improve it.  

• Page numbering (pagination): It is both practical and useful to have inserted page 

numbers before handing in your manuscript. Be aware that the text will move during 

layout in relation to the manuscript you hand in for production.  

• Figures and tables should be made similar as possible in design throughout your 

manuscript before handing in the manuscript. 

• Articles/Papers for a summary thesis may be sent as separate pdfs, in the layout 

they were published in, to be reformatted for printing along with the dissertation 

summary. Unpublished articles should be handed in as part of the manuscript. 

https://bibl-app.sh.se/publicationseries/list?id=1
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• Images: The doctoral student is responsible for the quality of all images, and for 

applying for the relevant copyright or permissions to use all images, when required, 

which appear in the manuscript. If you have any questions, contact the Publications 

Department. 

• Appendices should be included as part of the manuscript. They can be formatted as 

images (.jpg/.eps/.tif) to maintain their original layout, but this may reduce accessibility 

to the manuscript for readers relying on voice-synthesis software.  

• References should be consistent and follow the formatting guidelines given for one 

of the referencing systems commonly used in research (e.g., Oxford, Harvard, APA). 

Programmes that are used to help with referencing (e.g., Zotero, EndNote) should be 

disconnected from your document, and references should be embedded in the 

manuscript hand in. 

Publishing contracts 
• Publishing contracts (2) are written between the doctoral student and Södertörn 

University regarding the publication of your dissertation (in print and digitally). 

Contracts are to be sent to the doctoral student for review at the same time as pdf 

proofs of the inlay and cover and should be signed before publication of the 

dissertation. 

Make contact! The guidelines above have been created to make production of 

dissertations easier for everyone involved to understand. Every dissertation is unique, 

however, and may present new challenges. To make the production process as easy as 

possible the doctoral student should contact the Publications Department six months 

before production and keep them informed of changes that may affect a production 

schedule. 

Printing and publishing in DiVA 
• Printing usually takes 5–7 working days after the order has been place. Books 

deliveries are collected by library staff. The distribution of books to doctoral students 

and schools is organised by the Publications Department.  

• The digital version of your dissertation, which is to be sent out to your opponent 

among others, will be sent to the doctoral student after the printing of the dissertation 

has been ordered. 

• Publishing in DiVA (registration of the notification of the defence) should be 

carried out with help from a librarian who will also prepare the file for registration in 

accordance with accessibility guidelines. 

Contact 
If you have any questions, please contact the Publications Department at the university library: 

publications@sh.se 
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