1. Within the Recent Theses and Dissertations section on the bookshelf within the library (directly behind the computer desk), the most recent theses and dissertations should be placed here.

2. If the theses and dissertations are more than a month old, remove the plastic coverings and place the papers into the recycle bin located near any of the printers.

3. When a new theses or dissertation arrives to the library, place them in the slot located on the bookshelf.
