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Format Checker Roles 
For DMin Dissertations
Singapore Bible College

Doctor of Ministry
*****     *****     *****

1. Acknowledge receipt of both the Microsoft Word and pdf versions of the dissertation to DMin Director (English) or Associate Director (Chinese) after receiving the draft in a single file.  This means that the office should not receive separate files for the title page, abbreviations, body of the dissertation, etc.
2. Assess the dissertation format within 2 weeks.  Communicate directly via email with the DMin student on the necessary corrections in style, margins, spelling, grammar, etc.  It is the student’s responsibility to make the corrections, not the Format Checker.
3. Assure that the DMin student completes the corrections within the next 2-4 weeks.  The whole process for steps 2-3 should take less than 6 weeks, depending on the DMin student’s ability to set the format right.

4. Inform the DMin Director/Associate Director and DMin Office upon satisfaction of the dissertation format.  

5. Report to the DMin Director/Associate Director any doubts or ambiguities concerning the format or dissertation before giving advice to the DMin student.
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