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This form provides student and faculty authorization for the upload of this electronic document to any digital 
collection supported by Otterbein, including but not limited to the Digital Commons @ Otterbein and the OhioLINK 
ETD. Please complete all fields and remember that both the student author and the faculty advisor must sign.  

Signed Upload Authorization Form and Thesis Cover Sheet with signatures must be returned 
to digitalcommons07@otterbein.edu and projects must be uploaded to the Digital 
Commons, at least two weeks prior to the end of the term.  

STUDENT INFORMATION: please print clearly:  

Student Name: ___________________________________________ 

Thesis title: _____________________________________________________________________________________________________________________________________________ 

Keywords: Please list 4-6 keywords or keyword phrases describing your Thesis: 
_________________________________________________________________________________________ 

Total Number of Pages: 

Permanent mailing address:__________________________________________________________ 

Permanent phone number:  ___________________Permanent Email address: ________________________ 

Program:  Honors ______  Distinction  ____________ 

Thesis Committee: (Please list all committee members): ___________ 

Student Signature: ________________________________ Date: ______________ 

FACULTY APPROVAL:  
I certify that this paper is adequate in scope and quality and indicate my approval of the content of the document 
to be submitted to Digital Commons @ Otterbein. Please select the appropriate option below, then sign.  

BE AWARE that all abstracts are fully searchable when open access option with Embargo 
chosen below.  

Upload to Digital Commons – Public, Open Access (no restrictions) ___  

Upload to Digital Commons – Public, Open Access Title & Abstract with Embargo on Full Text __ 

Select embargo period  _____ 6 month   1 year   3 year           5 years  

Upload to Digital Commons – Closed, Otterbein Only (Title and Abstract are Public Access) ___ 



Faculty Advisor Signature: ______________________________   Date:   __________ 

Useful Information  

Honors & Distinction papers are open access or closed Otterbein only in the Otterbein's institutional repository, 
Digitalcommons@Otterbein, upon approval by the faculty advisor or by the Honors or Distinction committee.  In 
limited circumstances, students may want to postpone public access to their paper.  Such a postponement is 
known as an embargo.   

Faculty and students will have the option of imposing an embargo or delay on the student's publication for the 
following time periods: 1 year, 3-year, 5 year or 10 years. After that time passes, the PDF will become fully 
accessible and available for download. This addresses situations such as patent application, book contract 
negotiation, or other proprietary interests that are of concern.  

Open Access – the document and abstract become fully searchable via Institutional repository databases, 
Otterbein's OneSearch, and via the internet through search engines like Google.  

Embargo/Open Access – When the Upload Authorization Form indicates that there is to be an open-access 
embargo applied to a particular document, the title and abstract of the document will be fully available to the 
public for viewing, serving as proof that the thesis was completed and defended, but the thesis is not available to 
view until the embargo has ended. But the full text of the PDF document will be hidden for the indicated 
period.  Advanced access to embargoed projects is available to Otterbein community members upon 
request. Otterbein students, faculty, and staff may email digitalcommons07@otterbein.edu to request 
access - please include the title, author, and year of the project being requested along with your name, 
Otterbein affiliation, and email address.  

Closed, Otterbein Only (Title and Abstract are Public Access)– When the option is chosen, the abstract and 
title of the document will be fully available to the public for viewing, serving as proof that the thesis was 
completed and defended, but the full text of the thesis is not available to view unless the user has an otterbein 
email account.  Otterbein students, faculty, and staff may use their Otterbein email to set up an account with 
Digital Commons @ Otterbein to download the full text.  

All students must perform an accessibility check in Microsoft Word or PowerPoint before converting their 
documents to PDF. For more information on meeting these requirements, please check the information on 
https://www.otterbein.edu/library/services/thesis-dissertation-service/#guidelines. We hope to introduce you to 
creating more accessible professional writing as you move forward in your career.  
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