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CHAPTER 1

GENERAL POLICIES

1.1 INTRODUCTION

A primary component of graduate study at Fatih University is participation in research. There is, however, more to the research process than learning to design significant and original problems. You also must acquire the literary skills necessary to communicate that research to other scholars. The preparation of a thesis is one way through which these skills are acquired. This manual is a guide to a subset of the skills; namely, the preparation of an acceptable manuscript. 

In all fields of scientific endeavor, scholars write articles and books, or generate research proposals. The end, or at least a pause in an ongoing research process, is the preparation of an acceptable manuscript that must conform to some set of rules and guidelines (usually specific to an individual’s field of study). Adherence to such a set of guidelines is a necessary prerequisite to the typical review or analysis that leads to publication. Following such a set of guidelines in the preparation of a thesis document, therefore, is an important learning experience that helps prepare the graduate student to participate more fully in professional activities.

Journal editors and publishing houses each have their own stylistic requirements for manuscripts for review and possible publication. In most cases, manuscripts that are not consistent with those stylistic constraints automatically will be rejected and returned to the author. This apparent rigidity as to style is a necessary fact of life for an author. Editors who review many manuscripts cannot afford to spend time deciphering obscure stylistic referents or plain bad grammar. Peer reviewers who read and comment on the quality of journal articles should not have to endure misspelled words and misplaced clauses. A thesis may be your first encounter with such prescriptive (and occasionally 

restrictive) rules. It is important to learn at the outset of one’s career that consistency, accuracy, and adherence to the rules is a requirement for any publishable manuscript.

As a graduate student, you should realize that your accepted thesis is a published document, and Fatih University is the publisher. Therefore, in order to produce a high quality publication, it is important that you read and understand these rules before preparation of your manuscript. The Graduate Institute of Sciences and Engineering will not accept manuscripts, which do not follow these rules. Furthermore, every thesis must show correctness and clarity of expression. The responsibility for such correctness and clarity rests primarily upon the candidate, but every thesis will be scrutinized for these qualities by the student’s advisor and the Examining Committee. This manual has been written in accordance with the rules that should be used for preparing your thesis.
Theses submitted to the Graduate Institute of Sciences and Engineering for the approval of format must not be punched, stapled, or the pages fastened together in any manner, otherwise such copies will not be accepted.

1.2 CLASSIFIED MATERIAL 

Because all theses are made available to the public, a thesis containing classified material cannot be accepted. 

1.3 THESES CONTAINING POTENTIALLY PATENTABLE INFORMATION

If your thesis contains potentially patentable information, you may request a 90-day hold on the release of your thesis to the public. During this period, the Graduate Institute of Sciences and Engineering will not release your thesis to the public. The hold period begins immediately after the official graduation date. 

CHAPTER 2

FORMAT AND APPEARANCE

2.1 PAPER AND DUPLICATION 

To insure durability, permanency, and opacity, all copies must be on good quality white bond paper, of at least 75 g, measuring 210 by 297 mm (A4). Only single-sided copies will be accepted. 

Submission of the original copy is not required. Photocopies must be made from the original, and all pages must have high contrast with consistently dark print throughout the thesis. The print must be permanent; it must not smudge. All pages must be copied onto acceptable paper, as described above. Inferior copies and copies not made on approved paper will not be accepted. 

2.2 TYPE
The type size must be 12 points in the text including formulas, equations, table headings and figure captions. At least 8 points (but not exceeding 12 points) must be used in figures, tables and super or subscripts. All page numbers, footnotes, long biographical quotes and extensive quotations must be 10 points. All parts of the thesis must be written using Times New Roman typeface. 

Only Laser printer and Ink Jet printer output are acceptable. If you are uncertain about the quality of your printer, bring a sample page to the Graduate Institute of Sciences and Engineering for review. All printouts must be in permanent black ink and must appear on only one side of each page.

No ink corrections, strikeovers, correction fluid or tape, paste-ups, insertions between lines, and letraset are permitted on the final bound copies. 

2.3 SPACING
The text material must use 1.5 line spacing. However, abstract, tables, extensive quotations, footnotes, endnotes, references, and captions may be single-spaced. 

2.4 MARGINS 

The left margin (binding side) must be 3.5 cm and the other three margins must be 2.5 cm from the edge of paper. Absolutely nothing must appear in the margins. This means that all headings, text, tables, illustrations, etc., must be contained completely within the area bounded by the margins. The whole text should be left and right justified. 

2.5 CENTERING
All materials must be centered between text margins rather than between paper edges. After the manuscript is bound, centered material will appear to be centered on the page.

2.6 PARAGRAPHS 

Paragraphs must be uniformly indented one centimeter. Series of paragraph items which are to be listed without headings under any of the regular headings may, for clarity be designated as follows: (A), (B), (C). No period is necessary between the parenthesis and the first sentence. Series of items listed in the interior of a paragraph may be designated as follows: (a), (b), (c).  A period must not follow the parenthesis. Each item must begin with a lower case letter and must end with a semicolon, unless it is a complete sentence. At least two lines of a paragraph must appear together at the top and bottom of every page. All subheadings must be followed by at least 2 lines of typed text.

2.7 WORD DIVISIONS
Words must be divided correctly at the end of a line and may not be divided one page to the next. Use a standard dictionary to determine word divisions. 

2.8 PAGINATION 

All page numbers of the thesis, except pages containing major headings (e.g. CHAPTERS, REFERENCES, APPENDIXES) are to be placed on the upper right-hand corner, 1 cm below the top edge of the page. On the other hand, the page numbers containing major headings are to be placed on the lower right-hand corner, 1 cm above the bottom edge of the page. The last digit of the page number must be even with the right margin. Use of suffixes, such as 25a, 25b, etc., will not be approved. The numbering in the main body of the thesis must begin with page “1” and run consecutively to the last page. No punctuation, such as dash or a period, should accompany the page number. 

The following pagination plan should be used: 

(a) For the preliminary pages, use small Roman numerals (i, ii, iii, iv, etc.). The Title page and the Approval page do not have numbers but count as pages “i” and “ii”, respectively. Actual page numbering begins with “iii” on the Abstract page. 

(b) Use Arabic numerals beginning with “1” on the first page of the text and continue throughout the rest of the thesis, including references, and appendices. All pages must be numbered consecutively, including pages containing chapter pages, illustrations, such as tables, figures, plates, and photographs.

2.9 MULTIPLE VOLUMES
If your finished manuscript exceeds 5 cm in thickness it must be bound in two or more volumes. Volumes are numbered consecutively, using capital Roman numerals. Each additional volume must contain a title page. Title pages are identical except for the notation Volume I, Volume II, etc., just below the title to differentiate the volumes. As with the title page of Volume I, that of Volume II is counted among the preliminary pages but does not bear a number. If “iv” is the last Roman numeral used in Volume I, for example, the title page of the second volume will count as page “v” and will be followed by preliminary pages “vi”, “vii”, etc. Each volume contains the Table of Contents. 

2.10 BINDING 

All master's theses are to be bound in light blue cloth. The final bound size of the thesis must conform to ‘A4’ size. The name and surname of the candidate (e.g., Tolga UZUNER), the qualification (e.g., M.S. Thesis – Electronics Engineering) and the date of submission of the thesis (e.g., July 2001) must be printed in the above order on the spine of the cover. When the thesis is placed front cover up, the spine should read from left to right.  

It is your responsibility to have the pages of the text in correct order when it is submitted to the bindery. 

See Appendix A for a sample “Front Cover”. 

CHAPTER 3

ORGANIZATION OF THE THESIS MANUSCRIPT

Two general rules of thumb should govern the presentation of any thesis: keep the format as simple as possible, and be consistent with the format throughout the thesis. 

Every thesis has three main parts or divisions: the preliminary pages, the text pages, and the supplementary pages. You must follow the order of items within these parts as listed below. Required sections are marked with asterisk. Further instruction about each section follows this list. 

PRELIMINARY PAGES 

· Title Page*
· Approval Page*
· Abstract* 

· Öz* 

· Dedication 

· Acknowledgments 

· Preface 

· Table of Contents* 

· List of Tables (if two or more tables exist in the text)*
· List of Figures (if two or more figures exist in the text)*
· List of Symbols and/or Abbreviations 

TEXT PAGES  

· Introduction (as first chapter)*
· Main body of text divided into several chapters* 

· Conclusions (as last chapter)*
SUPPLEMENTARY PAGES

· References* 

· Appendices

3.1 PRELIMINARY PAGES 

3.1.1 Title page

The title must be single-spaced, in all capital letters, and should begin at 5 cm from the top edge of the page. The information retrieval systems consulted by many scholars to locate theses relating to their own work use the key words in the title. Consequently, the title must not contain (if possible) chemical or mathematical formulas, symbols, superscripts, subscripts, Greek letters, or other non-standard abbreviations and characters.

The title page does not bear a page number but is counted as page “i”. The format of the title page, including spacing and capitalization must be exactly as in the sample “Title Page” shown in Appendix B. 

3.1.2 Approval page 

All copies of the thesis submitted must have approval pages. It is strongly recommended that the approval page of the thesis be signed in black ink. The names of the members of the examining committee will be listed one after the other in alphabetical order except the Thesis Supervisor's, whose name will be at the top of the list. Beside each name, space for the signature of each examiner should be left. The date at the bottom of the page is the date the thesis was approved by the thesis committee. The approval page, similar to the title page, does not bear a page number but is counted as page “ii”. A sample “Approval Page” is provided in Appendix C.

3.1.3 Abstract 

The abstract gives a brief description of the thesis, including a statement of the problem, procedure and methods, results, and conclusions. Primarily, the abstract should give the information that will enable a scholar to tell whether he/she wishes to read the complete thesis. In addition to the text, the title of the thesis, the full name of the candidate, the full name of the department, the submission date and the key words should be available on the abstract page. The abstract must not exceed 250 words, must not include diagrams, and should not include mathematical formulas unless essential. 

A sample “Abstract” is provided in Appendix D. 

3.1.4 Öz

Öz is the Turkish translation of the Abstract. A sample “Öz” is provided in Appendix E. 

3.1.5 Dedication, Acknowledgment, and Preface 

If included, each of these items must appear on a separate page. A heading for the dedication is not required, but it must have a page number. If used, the dedication must be brief and centered on the page. A sample “Dedication” is provided in Appendix F. 

Like the dedication, acknowledgments and preface are optional. However, they must have headings and must use the same spacing as the text. The heading ACKNOWLEDGMENT or PREFACE appears centered between the text margins without punctuation 5 cm from the top edge of the page; text begins three line spaces below the heading. 

A sample “Acknowledgments” is provided in Appendix G. 

3.1.6 Table of Contents

The table of contents must list the title of each chapter and its parts and sections, references, and appendices. The wording used for all entries in the table of contents must match exactly with what is used in the text. Each entry must have leader dots, which connect it to its corresponding page number. 

The heading TABLE OF CONTENTS appears without punctuation centered between the text margins 5 cm from the top edge of the page. The listing of actual contents begins at the left margin three line spaces below the heading. A sample “Table of Contents” is provided in Appendix H. 

3.1.7 List of Tables 

A list of tables must be included if two or more tables exist in the text and should immediately follow the table of contents on a new page. 

The heading LIST OF TABLES appears centered between the text margins without punctuation 5 cm from the top edge of the page; the listing begins at the left margin three line spaces below the heading. 

Each entry must have the same number and caption or title used for a table in the text, although a long caption may be abbreviated to the extent of using only the first full sentence. As in the table of contents, each entry must have leader dots, which connect it to its page number. 

A sample “List of Tables” is provided in Appendix I. 

3.1.8 List of Figures

A list of figures must be included if two or more figures exist in the text and should immediately follow the list of tables on a new page. 

The heading LIST OF FIGURES appears centered between the text margins without punctuation 5 cm from the top edge of the page; the listing begins at the left margin three line spaces below the heading. 

Each entry must have the same number and caption used for a figure in the text, although a long caption may be abbreviated to the extent of using only the first full sentence. As in the table of contents, each entry must have leader dots, which connect it to its page number. 

A sample “List of Figures” is provided in Appendix J. 

3.1.9 List of Symbols and/or Abbreviations 

If included, this list must follow immediately the list of figures on a new page. The format must be consistent with acceptable practice in your discipline.

The heading LIST OF SYMBOLS/ABBREVIATIONS appears centered between the text margins without punctuation 5 cm from the top edge of the page; the listing begins at the left margin three line spaces below the heading. 

A sample “List of Symbols/Abbreviations” is provided in Appendix K. 

3.2  TEXT PAGES

The text pages consist of the body of the thesis, which is divided into multiple chapters to help the reader in understanding the subject matter. Although the detailed organization of the text pages varies among academic disciplines, the formatting must be consistent throughout. All headings and subheadings must conform to the rules explained in the following sections. No headers or footers, giving the titles of chapters or other sections, are allowed at the top or bottom of the pages.

3.2.1 Headings

3.2.1.1 Major Headings

Every major division in the thesis (CHAPTER, REFERENCES, APPENDIX) must begin on a new page. Chapters must be numbered consecutively throughout the thesis in Arabic numerals (CHAPTER 1, CHAPTER 2, etc.). The first and the last chapters of the thesis must be titled as INTRODUCTION and CONCLUSIONS, respectively. The other chapters must have descriptive titles relevant to their contents. There should not be any punctuation at the end of major headings.

The word CHAPTER and its number must occupy the first line of the major heading and must be centered between the text margins 5 cm from the top edge of the page. The second line of the major heading must be the chapter title and must be located two line spaces below the first line. If major heading titles are long, they should be divided and centered in inverted pyramid form with 1.5 line spacing. All major headings must be in capital letters, 14 points and bold typeface. Chapter titles should be followed by a triple line space before the text paragraph or first order sub-heading. 

Within a chapter, the presentation of subsections must be continuous; partially filled pages of text are acceptable only on non-textual pages, such as those presenting tables and illustrations. 

3.2.1.2 First Order Sub-Headings

All first order sub-headings must be in capital letters, 12 points and bold typeface. They must be typed on separate lines beginning at the left hand margin, but need not begin on a new page. There should be three line spacing below preceding text and 1.5 line spacing ahead of succeeding text. All first order subheadings must be numbered consecutively, using a decimal approach (e.g., 1.1, 1.2, 1.3,.., A.1, A.2, etc.), where the digits before the decimal point correspond to the chapter or appendix number, and the digits after the decimal point correspond to the first order sub-heading number.  There should not be any punctuation at the end of first order sub-headings. The first order sub-heading must be followed by at least 2 lines of typed text on the same page, otherwise the page is left short and the whole sub-heading is shifted to the next page.

3.2.1.3 Second Order Sub-Headings 

All second order sub-headings must be typed in capital and lower case letters except conjunctions, prepositions, and articles using 12 points and bold typeface. They must be typed on separate lines beginning at the left hand margin, but need not begin on a new page. They must be separated from the preceding and succeeding text by 1.5 line spacing. All second order subheadings must be numbered consecutively, using a decimal approach (e.g., 1.1.1, 1.1.2, 1.1.3,.., A.1.1, A.1.2, etc.), where the digits before the decimal point correspond to the chapter or appendix number, the digits after the first decimal point correspond to the first order sub-heading number and the digits after the second decimal point correspond to the second order sub-heading number. There should not be any punctuation at the end of second order sub-headings. The second order sub-heading must be followed by at least 2 lines of typed text on the same page, otherwise the page is left short and the whole sub-heading is shifted to the next page.

3.2.1.4 Third Order Sub-Headings 

All third order sub-headings must be typed in capital and lower case letters except conjunctions, prepositions, and articles using 12 points and bold italic typeface. They must be typed on separate lines beginning at the left hand margin, but need not begin on a new page. They must be separated from the preceding and succeeding text by 1.5 line spacing. All third order subheadings must be numbered consecutively, using a decimal approach (e.g., 1.1.1.1, 1.1.1.2, 1.1.1.3,.., A.1.1.1, A.1.1.2., etc.), where the digits before the decimal point correspond to the chapter or appendix number, the digits after the first decimal point correspond to the first order sub-heading number, the digits after the second decimal point correspond to the second order sub-heading number and the digits after the third decimal point correspond to the third order sub-heading number. There should not be any punctuation at the end of third order sub-headings. The third order sub-heading must be followed by at least 2 lines of typed text on the same page, otherwise the page is left short and the whole sub-heading is shifted to the next page.

3.2.2 Illustrative Material 

Illustrations include drawings, charts, figures, tables, diagrams, plates and photographs. These may be inserted wherever the author feels appropriate, but as a general rule, should appear as near as possible to the part of the text relating them. 

Illustrations of one-half page or less in length may appear on the same page with the text, separated from the text above and below by triple spacing; illustrations longer than one-half page are better placed on a separate sheet. 

Illustrations that are too large to be placed sideways between the left- and right-hand margins should be rotated counterclockwise 90 degrees so that the illustration runs parallel to the left-hand margin of the page. The caption or legend for such an illustration must also be rotated. When illustrations are presented in this manner, the usual margin requirements remain in effect, and page numbers should appear in their normal place. 

Illustrations of any kind, including appendices must be numbered consecutively, using a decimal approach (e.g., 1.1, 1.2, 1.3,.., A.1, A.2, etc.), where the first digit corresponds to the chapter or appendix number, and the digits after the decimal point correspond to the illustration number. 

Illustrations may run longer than one page. In such cases all subsequent pages of the illustration must include at least the illustration number and the notation that is continued (e.g., Table 1 (cont.) or Table 1 (continued)). 

All headings and captions of the illustrations must be prepared in the same point size and typeface used for the text. 

Table numbers and captions are placed one line space above the top line, whereas figure numbers and captions are placed one line space below the last line or bottom of the illustration. Each figure (or table) must have a unique title; no two titles may be exactly the same.

Color may be used in figures and photographs only with prior permission from the Graduate Institute of Sciences and Engineering. Photographic illustrations must be originals or well-done photographic copies of the originals. Standard photocopies of photographs are not acceptable. Wherever required, mounting of illustrations should be done with a technique that ensures durable and good quality result (e.g., dry mounting). With dry mounting, the paper to which photographs are attached will not curl. Other methods, such as library paste, rubber cement, spray mounting, or tape, are not acceptable: such mounting techniques are not permanent, and the adhesives used will eventually destroy both the paper and the photograph. 

If stored information (e.g., diskettes, CD-ROMs, videotapes, cassettes, etc.) is needed to accompany and supplement the text, it should be adequately described within the continuity of the text. Such material will be submitted only with the Departmental copy. 

Computer printouts must conform to the margin specifications, must be dark and legible with high black and white contrast, and must be copied on thesis-quality paper. 

Authors may treat oversized materials in one of the following three ways: 

a) Captions may be placed on a separate page, facing the illustration. Consequently, it is the right margin of a facing page, not the left, which must be at least 4 cm for binding purposes. If an oversized illustration is rotated and the caption appears on a facing page, the caption must also be rotated. 

b) An illustration may be photo-reduced, but its page number and caption must be the same size and typeface as in the rest of the illustrations. 

c) An illustration may be folded and inserted in either of the following ways: 

i.  Fold the illustration and insert it in a white or manila envelope no larger than 16.5 by 24 cm, which may be mounted on paper of the proper weight for inclusion in the thesis. Each page enclosed in the envelope must be included in the pagination of the thesis; the page on which the envelope is mounted should have a single page number or inclusive page numbers, as needed, 

ii. Fold the illustration and mount it on 21 by 29.7 cm sheet. 

3.2.3 Equations and Formulas 

To project professional appearance, all equations and formulas must be typed preferably with a software equation editor. It is easiest to begin equations with a uniform small left-hand indentation rather than to attempt to center each one. All equations and formulas must be numbered consecutively, using a decimal approach and must be shown in parenthesis (e.g., (1.1), (1.2), (1.3),.., (A.1), (A.2), etc.), where the first digit corresponds to the chapter or appendix number, and the digits after the decimal point correspond to the equation number. All equation numbers must be right justified.

3.2.4 Quotations 

Short, direct prose quotations of three typewritten lines or less should be incorporated into the text, enclosed in double quotation marks. Prose quotations, which exceed three lines, should be set off from the text in single spacing and indented in its entirety at least four spaces from the left margin, with no quotation marks at beginning or end. Segments of computer programs may be treated as quotations.

3.2.5 Footnotes and Endnotes 

Notes may be in the form of footnotes, placed at the bottom of each page, or endnotes, placed at the end of each chapter or at the end of the thesis before the references. 

Footnotes and endnotes must be single-spaced within, and double-spaced between, each listing. If placed at the bottom of each page, footnotes must be separated from the text by a complete horizontal one-line space above the first line of the footnote. 

Arabic numerals must be used for footnotes and endnotes. In either case, the label used should be placed superior to the text and immediately following the word phrase or sentence, which the footnote concerns. 

3.3 SUPPLEMENTARY PAGES 

The supplementary pages consist of references and appendices. 

3.3.1 References 

The references are a selected list of all books, articles, and other source material related to the thesis research and are always listed in alphabetical order by the surname of the first author. The references in the thesis must be cited in parenthesis by author’s surname followed by the year of publication; e.g., (Erman, 1966). If an author has more than one reference in a calendar year, letters a, b or c should follow the year, e.g., (Erman, 1990a), (Erman, 1990b). If there are two authors for the reference, both surnames should be included followed by the year, e.g., (Erman and Ünal, 1998). If there are more than two authors, only the surname of the first author should be included followed by et al., e.g. (Erman et al., 1997). The listing of references in the bibliography, in this case, shall be in alphabetical order by the surname of the first author.

The references should not be given a chapter number, but it must have page numbers written in the same typeface and size used for pagination throughout the thesis. The heading REFERENCES is centered between the text margins without punctuation 5 cm from the top edge of the page; the list begins three line spaces below. Each reference entry must be single-spaced with double spacing between entries. The first line of each entry must be left justified, while the other lines must be hanging indented from the left-hand margin by 0.5 cm. The following list shows examples of reference styles for different cases.

Examples of Journal Article Referencing:

Maiers, J. and Y. S. Sherif, “Application of Fuzzy Set Theory”, IEEE Transactions on Systems, Man, and Cybernetics, Vol. SMC-15, No. 1,  pp. 41-48, January 1985.

Drucker, D. C., “Photo Elastic Separation of Principal Stresses by Oblique Incidence”,   Journal of Applied Mechanics, Vol. 65, pp. A156-160, 1943.

Example of Book Referencing:

Doebelin, E., Control System Principles and Design, John Wiley, New York, 1985.

Simmons, G. F., Introduction to Topology and Modern Analysis, McGraw-Hill, New York, 1963.

Banerjee, P. K. and R. Butterfield (editors), Development of Boundary Element Methods - I, Applied Science Publishers, London, 1980.

Example of Referencing of an Article In a Book:

Efstathiou, J.,  “Rule-based Process Control Using Fuzzy Logic”, in E. Sanchez and L. A. Zadeh (Eds.), Approximate Reasoning in Intelligent Systems, Decision and Control,  pp. 145-158, Pergamon Press, Oxford, 1987.

Example of Referencing of an M.S. Thesis:

Taşoğlu, T., Application of Neural Networks to Digital Computer Control of Nuclear Reactors,  M.S. Thesis, Boğaziçi University, 1991.

Example of Referencing of a Ph.D. Thesis:

Akın, H. L., Development of A Knowledge-Based Regulator for A PWR-Type Nuclear Power Plant, Ph.D. Thesis, Boğaziçi University, 1989.

Liu, W. K., Development of Finite Element Procedures for Fluid-Structure Interaction, Ph.D. Thesis, California Institute of Technology, 1981.

Example of Referencing of a Conference Paper:

Akın, H. L. and T. Taşoğlu, “Nuclear Reactor Control Using Back Propagation Neural Networks”,  Proceedings of  the Sixth International Symposium on Computer and Information Sciences, Side-Antalya, 30 October-2 November 1991, Vol. 2, pp. 889-905, Elsevier, Amsterdam, 1991.

Example of Referencing of a Report:

Webb, A. R.,  D. Lowe and M. D. Bedworth,  A Comparison of Nonlinear Optimization Strategies for Feed Forward Adaptive Layered Networks, RSRE Memorandum No. 4157,  RSRE  Malvern,  1988.

Example of Referencing of an Article in the Internet:

Miller, D., λ Prolog: An Introduction to the Language and its Logic, 1996, http://www.cis.upenn.edu/~dale/lProlog/index.html
3.3.2 Appendices

Some authors may desire to include certain materials of the thesis in an appendix rather than in the main text. For example, an appendix may contain test forms, detailed apparatus description, extensive tables of raw data, computer programs, etc. 

a) If the information to be appended requires more than one appendix, each should be given a letter (Appendix A, Appendix B, etc.). The heading APPENDIX A should appear centered between the text margins 5 cm from the top edge of the page. The typeface and size should be those used for chapter titles. 

b) Spacing need not be the same for each of the appendices. Documents and case studies may be single-spaced, whereas spacing for the explanations of methods and procedures may be similar to that of the text. 

c) Each appendix with its title must be listed separately in the table of contents. 

d) All appendices must have page numbers written in the same typeface and size used for pagination throughout the thesis. 

e) If an appendix contains photocopied material, the photocopies should be of letter quality.

CHAPTER 4

SUPPLEMENTARY INFORMATION

4.1 STYLE 

A thesis is a formal research presentation. Hence it should be written in a formal style appropriate to the discipline (e.g., active voice, impersonal style). For example, adopt the past tense throughout ("Results of the experiment demonstrated ") and avoid slang and colloquialisms. Technical terms should be used where appropriate, but avoid using words and phrases that are difficult to understand when a simpler vocabulary will do just as well. 

4.2 STYLE MANUALS 

Because stylistic conventions vary greatly from one discipline to another, you should consult with your supervisor and/or graduate coordinator regarding recommended style manuals. We recommend the most recent editions of the following style manuals: 

· American Psychological Association, the Publication Manual, 5th Edition, Douglas Degelman and Martin Harris, Arlington, 2001.

        http://www.vanguard.edu/faculty/ddegelman/index.cfm?doc_id=796
· The Chicago Manual of Style, 14th Edition, The University of Chicago Press, 1993. 

 http://www.press.uchicago.edu/Misc/Chicago/cmosfaq.html
· Campbell, W.G. and Stephen, V.B., Form and Style: Theses, Reports, Term Papers, Boston, Houghton Mifflin, 1982.

· Dodd, J.S., Ed., The ACS Style Guide: A Manual for Authors and Editors, Washington, D.C., American Chemical Society. 

· Gilbaldi, J. and Achtert, W.S., MLA Handbook for Writers of Research Papers, New York, Modern Language Association of America.

· Turabian, K.L., A Manual for Writers of Term Papers, Theses and Dissertations, Chicago, University of Chicago Press.

· Westmeyer, Paul. A guide for use in planning, conducting, and reporting research projects. 2nd ed. Springfield, Ill.: Thomas, 1994. 

· Leedy, Paul D. Practical research: planning and design. 6th ed. New York: Merrill, 1997. 

· The Chicago manual of style. 14th ed. Chicago: University of Chicago Press, 1993. 

· Berry, Ralph. The research project: how to write it. 3rd ed. London: Routledge, 1994. 

· Campbell, William Giles. Form and style: theses, reports, and term papers. 8th ed. Boston: Houghton Mifflin, 1990. 

· Madsen, David. Successful dissertations and theses: a guide to graduate student research from proposal to completion. 2nd ed. San Francisco: Jossey-Bass, 1992. 

· Turabian, Kate L. A manual for writers of term papers, theses, and dissertations. 6th ed. Chicago: University of Chicago Press, 1996. 

· Alward, Edgar C. Research paper, step-by-step. 4th ed. Westhampton, Mass.: Pine Island Press, 1996. 

· Anderson, Jonathan. Thesis and assignment writing. 2nd ed. Brisbane: J. Wiley, 1994. 

· Balian, Edward S. The graduate research guidebook: a practical approach to doctoral/masters research. 3rd ed. Lanham [Md.]: University Press of America, 1994. 

· Bosworth, David P. Citing your references: a guide for authors of journal articles and students writing theses and dissertations. 2nd ed. Thirsk, North Yorkshire: Underhill Press, 1994. 

· Coyle, William. Research papers. 11th ed. Boston: Allyn and Bacon, 1999. 

· Dees, Robert. Writing the modern research paper. 2nd ed. Boston: Allyn and Bacon, 1997. 

· Evans, David (David G.) How to write a better thesis or report. Carlton, Vic.: Melbourne University Press, 1995. 

· Gibaldi, Joseph. MLA handbook for writers of research papers. 4th ed. New York: Modern Language Association of America, 1995. 

· Hamilton, Alaine. Writing dissertations. London: RIBA Publications, 1990. 

· Lacava, Ann L. TCGS guide to the preparation of theses and dissertations. [Knoxville, Tenn.]: Tennessee Conference of Graduate Schools, 1992. 

· Lester, James D. Writing research papers: a complete guide. 8th Ed. New York: College Publishers, 1996. 

· Lewins, Frank W. (Frank William). Writing a thesis: a guide to its nature and organization. Canberra, ACT: Bibliotech, Australian National University, 1993. 

· Mauch, James E. Guide to the successful thesis and dissertation: a handbook for students and faculty. 4th ed., rev. and expanded. New York: Marcel Dekker, 1998. 

· Meloy, Judith M. Writing the qualitative dissertation: understanding by doing. Hillsdale, N.J.: Lawrence Erlbaum Associates, 1994. 

· Morris, David. Guidelines for writing a qualitative research report. Chicago: American Marketing Association, 1993. 

· Nickerson, Eileen T. The dissertation handbook: a guide to successful dissertations. 2nd ed. Dubuque, IA: Kendall/Hunt, 1993. 

· Preparing and submitting your thesis: a guide for M.Phil. and Ph.D. students. [2nd ed.]. Hong Kong: School of Research Studies, University of Hong Kong, [1995]. 

· Rudestam, Kjell Erik. Surviving your dissertation: a comprehensive guide to content and process. Newbury Park, Calif.: Sage, 1992. 

· Van Wagenen, R. Keith. Writing a thesis: substance and style. Englewood Cliffs, N.J.: Prentice Hall, 1991. 

· Winkler, Anthony C. Writing the research paper: a handbook with both the MLA and APA documentation styles. 4th ed. Forth Worth: Harcourt Brace College Publishers, 1994. 

· Menasche, Lionel. Writing a research paper, rev. ed., Ann Arbor: University of Michigan Press, 1997. 

· Preece, R.A. (Roy A.). Starting research: an introduction to academic research and dissertation writing. London: Pinter, 1994. 

· Van Emden, Joan. Report writing. 2nd ed. Cheltenham: Stanley Thornes, 1993. 

· Locke, Lawrence F. Proposals that work: a guide for planning dissertations and grant proposals. 3rd ed. Newbury Park, Calif.: Sage, 1993. 

· How to write a paper. London: BMJ, 1994. 

· Murison, Elizabeth. Writing a research paper. Sydney, Australia: Learning Assistance Centre, University of Sydney, 1991. 

· Wilkinson, Antoinette Miele. The scientist's handbook for writing papers and dissertations. Englewood Cliffs, N.J.: Prentice Hall, 1991. 

· Sussams, J.E. (John Edward). How to write effective reports. 3rd ed. Aldershot: Gower, 1998.

