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UNIVERSITY OF MEDITERRANEAN KARPASIA

   GRADUATION HOMEWORK / PROJECT AND THESIS WRITING GUIDE
1. PURPOSE AND SCOPE
The purpose of this writing manual is to indicate the general rules and rules of writing that graduate students must comply with in their graduation homework/project and thesis. These writing rules cover the studies of Associate Degree and Degree Graduation Homework/Project, Post Graduation without thesis (Term) Project and Post Graduate Thesis.
2.GENERAL LAYOUT
The general order of these studies, which will be delivered to the concerned person as hardcover, is as follows.
2.1.Front Pages
1. External Cover

(Annex-1)

2. Inner Cover


(Annex-2)
3. Approval Page

(Annex 3)

4. Ethical Statement

(Annex-4)
5. Summary


(Annex-5)
6. Abstract


(Annex-6) 
7. Preface


(Annex-7) 
8. Contents    

            (Annex-8)

9. Charts

            (Annex-9)
10. Figures

            (Annex-10)
11. Tables

            (Annex-11)

12. Abbreviations
            (Annex-12)
2.2. MAIN TEXT CHAPTERS
       Chapter 1. Introduction (Purpose, Significance, Scope, Questions, Universe and Sample of the study, Method of the study, Constraints of the study)
      Chapter 2. Literature Review
      Chapter 3. Research (Experimental and/or Theoretical)

      Chapter 4. Conclusion, Evaluations and Suggestions
In the "INTRODUCTION" section of the thesis, the reader should be provided with information on the subject, such as research methods and previous studies, which are taken up in the thesis study, what the problem is, the significance of the research, its limitations and the meanings of the definitions used. However, subheadings such as Purpose, Scope, Method should not be used in the writing of this information. Part numbering starts with INPUT.
There should not be any numbered subheading titles in the introduction. (For example, there should be no subsection headings such as 1.1, 1.2 under 1. INTRODUCTION.) However, if it is necessary to explain the subject better, it should not be bold, it should be underlined with italic can be used. These titles are not numbered.
The introduction should describe the Problem / Definition of the problem, the purpose of the research and the significance of the research, assumptions / limitations, and definitions.
2.3.Back Pages
· Resources
: A list of references found in the text. In this section, the references should be given in alphabetical order according to author surname. 
· Appendices

: Information, forms, tables, computer programs, flow diagrams on a large scale, etc. that are not considered necessary in the main text. It must be gathered under this heading. Annex-1, Annex-2, .... Each title should start with a separate page.
· Biography
: Personal background of the person who prepares the study should be given but it shouldn’t pass the 75 words. 
· Permissions

: If the study requires permission, a copy of the official permission document from the relevant institution and / or organization must be attached.
· Turnitin
: The study must be conducted by the consultant in the plagiarism program, the overall rate should be at most 25% and each resource rate at maximum 1%.
3.SPELLING RULES  
3.1.General
· The dissertation must be written clearly and in accordance with the writing rules (Turkish or English).

· White paper should be used in A4 standard.

· Computer and "Times New Roman" fonts (12 pt) should be used in thesis writing. The paper should be written on one side only.
    3.2.Page Layout and Numbering
· Page margins; 4 cm from left, 2.5 cm from right, 2.5 cm from top and bottom.

· In the Front Pages, the pages should be numbered with Roman numerals (i, ii, iii, iv, v ...), the number should be written in the bottom middle of the page.

· Pages in the main text should be numbered with Arabic numerals (1,2,3, ... ..) and numbers should be written in the bottom middle of the page.
     3.3.Spelling Feature
· The letter size should be 12 points.

· The text "block" should be typed (with no indents at the beginning of the paragraph and line breaks aligned).

· The sections of the Front and Back Pages and the sections of the main text should start from a new page.

· The section headings and subheadings of the study text should be numbered.

· Headings of Front and Back Pages and Main Text should be capitalized with capital letters, second-level headings should be written with capitalized first letter of each word and the remaining letters small.

· ", and, or," and so on in subheading headings. If they are, they should be written in lowercase letters.

· All chapter headings must start at the left edge of the page and be bold.

· Two line spacings must be used in the text, and the paragraph spacing must be double.

· The figures and table names in the text and, if present, single line spacing should be used.

· Space between paragraphs should be left between chapter and subheading headings and first line.

· One letter space after each punctuation mark must be left.
3.4. Shapes
· The figure number and the description of the figure should be written below. 10-point single line spacing must be used in the description.

· Shapes should be numbered consecutively to indicate the first number in each section and the second number to indicate the figure number. For example, Chapter 5, Figure 4, should be shown as Figure 5.4.

· Two letters after the figure number must be left blank, only the initial letter of the word should be written in capital letters and the others in small letters.

· Double space between the figure and the name must be left blank. If the description is on a line, the line spacing must be single.

· Shapes should be centered in the text.

· In figures taken from another broadcast, the figure should be shown in parentheses immediately after the name.
3.5.Tables 
· The table number and name should be written on the table. Single line spacing should be used in name writing.

· Tables must be consecutively numbered to indicate the first number in each section, the second number in the Table number. For example, Section 5, Table 4 should be displayed as "Table 5.4".

· After the table name number, leave only two spaces for the first letter of the initial word, the other letters and words should be written in small letters.

· Double spacing between the table name and the table should be left blank. If the name is a carriage return, the line spacing must be unique.

· In tables from another broadcast, the table name must be shown in the source brackets at the end.
3.6.Equations
· The equations must be typed on the left side of the page.

· Equations must be consecutively numbered, with the first number in each section being the Chapter, the second number being the number of the equation, and this number should be written in parentheses at the end of the line. For example, Part 2 should be written as Equation 9 (2.9).

· Two lines spacing below and above the equation should be left blank.
3.7. 
References
· If there is a general reference in the text and the whole text is referred to (author's surname, year) it is sufficient to write. For example (Öztürk, 2004).

· If a page has been quoted or the relevant ideas have been taken from a particular section, the resource should be written with the page as follows: (Köker, 1998, p.

· An author's works with the same date are written as follows (Zizek, 2009a) and (Zizek, 2009b).

· If the number of authors is between three and five, all names are written in the first submission, then only the first article is sufficient. For example, when the source first crosses (Kejanlioglu, Adaklı & Çelenk, 2004), it takes place as the next pass (Kejanlioglu et al., 2004).

· If two textual resources are specified in the text, the names of the two authors are specified at each time; If more than two writable works are used for the first time, then only the first author is specified for the next use. For example: Gregory, Agar, Lock, and Harris (2007) argue that the private sector's interest in science is a new kind of public relations work. (...) Gregory et al. In this way, firms maintain their own reputation (2007, p.212).

· If the number of authors is six or more, then only the first name and others are abbreviated in the first use (Abisel et al., 2005).

· If the context in which the transfer phrase is explicitly indicates which source is included in the bibliography list, there is no need to write any more explicit information. For example: Baudino and Wyatt (2004) argue that "active learning supports critical thinking and facilitates the direct use of critical concepts" (p.17).
· If reference is made to a source quoted from secondary sources, it is sent to the original source. For example, (Sancar quoted from Zizek, 2009). Sancar (2009) takes place with all the identification information on the resource list, Zizek does not receive the source.

· If the primary source quoted in the secondary source used in the text is never read by the author of the thesis / project, then the problem in Zizek's ideology view (Sancar quoted from Zizek, 2009)

· Information based on personal conversations made by e-mail, telephone, centenary or other forms is shown in the text but not written to the source. Martin Jay, for example, said that "structuralist Marxism is never strong in the US" (Martin Jay, personal interview, 21 April 2003)

· Classical books, if the original date is known, are written as follows: (Marx, the history of the original work / history of the used book-the article)

· The word / sentence (s) extracted when making a direct quote from the original work are indicated in parentheses by three dots (...).

· Other short and direct quotations in the text are written with double quotes. Can not have double quotes in double quotes.

· A double quotation mark is used when a magazine or a book is specified in the text of the article. For example: Meyde Yeğenoğlu's article (2003) "Becoming Other: Immigration and Tourism in Post-Colonial World" ... ..

· If a letter, word, or sentence is used as a linguistic example, double quotes are not used when they are italicized. For example: Derrida makes a distinction between differance and difference.

· If a technical term is offered, italic is made in the first presentation citation, not in subsequent uses. For example: The author begins with a meta-analysis that he will describe in detail in the next section.

· A small punctuation (10 or 11 points) from the main text, without italics, without quotes, with long quotes from 40 words within the text, giving single or frequent line spacing. For example: According to this past Stuart Hall (1998)

· (...) is always explained again, rediscovered, re-created. The past has to be narrated. We go through our history through literally, through memory, through desire, not literally as a real fact. The narration of our selves and our histories is always done later (p.83)
· Abbreviations are taken in brackets when they are presented for the first time, not on their next use. For example; As a result, in 1957 the International Monetary Fund (IMF) had to resort to foreign debt. The IMF has entered the Turkish economy as an important figure with this debt.

· The slash (/) is used if an old source has been reprinted in the text. For example: Freud (1923/1961), for the first time in his work, suggests that everyday language tongues are a sort of outward expression of repressed representations in the subconscious.

· Use a hyphen instead of a slash for comparison purposes. For example: Test-retest reliability (...)

· The first letter from the two letters after the start of the big letter. For example: The author explicitly specifies a point: None of the explanations were based on sufficient grounds.

· If transfer is made from a source that has no author, it is suitable for referenced use as shown in the welder, usually including part of the head. For example: academics in Turkey have had the opportunity to complete their higher education with more scholarships abroad than academicians in social and human sciences ("The Scientific Academy Report", 2005, p.20).

· If transferring from a web document without a page number, the paragraph number must be specified. For example: Dursun suggests that the story in the film Avatar is not anti-imperialist or anti-US (Dursun, 2009, para.10).

· Internet Information and / or CD-ROM Information: If the source and the name of the source are known, the same method as referring to the sources in the text is followed. If the author is not clear, the electronic address is shown in parentheses.

3.8. Referring to Figures, Tables and Equations
· Referencing figures:

... The compatibility of the experimental data with the mathematical model is shown in Figure 4.5.

... In mathematical modeling, experimental expectations have shown good agreement.

(Figure 4.5).

... Experimental data (Figure 4.5) were compared with the model expected.

· Referencing a Table:

... The compatibility of the experimental data with the mathematical model is shown in Table 4.3.

... In mathematical modeling, experimental expectations have shown good agreement.

(Table 4.3).

... Experimental data (Table 4.3) were compared with those expected from the model.

· Referencing an equation:

Using equation (3.15) we can find the rate constant of the reaction.

... It is easy to see that the system is unstable (3.2).
3.9.Resources
· All resources referred to in working under the heading of resources should be organized alphabetically by author surname. Lines must start at the left edge of the page, use a single line spacing in the spelling, leave 1.5 lines after the RESOURCE head and between two consecutive sources.

· If the same author has a large number of sources in the welder, the sources are written in the old order. Sources with the same date are sorted by letter. For example: 2000a, 2000b.

· DOI numbers are written if magazines are present. For example: Anderson, A. K. (2005). Affective Influences on the Attention Dynamics Supporting Awareness. Journal of Experimental Psychology: General, 154, 258-281. Doi: 10.1037 / 0096- 3445.134.2.258. Otherwise, url numbers are written. For example, the Fe: Feminist review magazine is URL. Http://cins.ankara.edu.tr/cansun.html

· If the original dates of classical works (such as Marx, Freud) are known, they are given at the end of the source as follows: (The original work is dated 1846)

· Even if the publication is of an earlier date, the first letter of the name is specified alphabetically before the source book. For example: Köker, E. (1998). Political Communication Policy, Ankara: Valley. Köker, L. (2007). Turkey 's Human Rights Problem in the Process of Legal Reforms. Human Rights Reporting, (deL.) Sevda Alankuş, Istanbul: IPS Foundation.

· The place where the books and reports are published in the source book, and then the bookstore, publisher name, 'bookstore', 'publishing house', 'yay.' New York, NY: McGraw-Hill, Newbury Park, CA: Sage, London, UK: Routledge, Ankara: TÜBA, Istanbul: Konrad Adenauer Foundation.
· Single author
Abisel, N. (2006). Sessiz Sinema. Ankara: Deki. 

Zizek, S. (2009). Matrix: Ya da Sapkınlığın İki Yüzü. Bahadır Turan (Çev.). İstanbul: Encore. 
· More than one author
Abisel, N., Arslan, U.T., Behçetoğulları, P., Karadoğan, A., Öztürk, S.R. & Ulusay, N. (2005). Çok Tuhaf Çok Tanıdık. İstanbul: Metis. 

· Edited Book
Özbek, M. (Ed.) (2005). Kamusal Alan. İstanbul: Hil. 

· Section in the edited book
Kejanlıoğlu, B. (2005). Medya Çalışmalarında Kamusal Alan Kavramı. Meral Özbek (Ed.), Kamusal Alan içinde (s. 689-713). İstanbul: Hil. 
· Book with multiple editions
Strunk, W. Jr. & White, E. B. (2000). The Elements of Style (4. Baskı). New York: Longman. 
· Electronic book only
O'Keefe, E. (n.d.). Egoism & the cnsts in Western values. erişim http://www.onlineoriginals.com/showitem .asp litem I 135 

· Electronic version of the book
* Freud, S. (1953). The method of interpreting dreams: An analysis of a specimen dream. J. Strachey (Ed. & Trans.), The standart edition of the complete psychological works of Sigmund Freud (Vol. 4, pp. 96-121). http://books.google.com/books (Özgün eser 1900 tarihlidir) 
*Shotton, M. A (1989). Computer addiction? A study of computer dependency [DX 

Reader version]. Retrieved from http://www.ebookstore.tandf.co.uk/html/index.asp *Schiraldi, G. R. (2001). The post-traumatic stress disorder sourcebook: A guide 

to healing, recovery, and growth [Adobe Digital Editions version]. doi: 1 0.1036/0071393722

• In the resource used by the electronic address, the URL from which the resource can be accessed is given.

Http://www.bianet.org/bianet/toplum/119375-avatar-in-sozde-solculugu-uzerine

• Electronic articles: if present, the digitization object identifier (DOI) number must be specified.

Von Ledebur, S. C. (2007). Optimizing knowledge transfer by new employees in companies. Knowledge Management Research & Practice. Advance online publication. Doi: 1 0.1 057 / palgrave.kmrp.8500141
· Electronic newspaper articles
Çetin, Ö. (2010, 21 Ocak). Televizyon alışkanlıklarımız IPTV ile değişecek. www.hurriyet.com.tr 

· Multi-volume books
Pflanze, O. (1963-1990). Bismarc and the Development of Germany (Cilt 1-3). Princeton, NJ: Princeton University Press. 

In the text: 

(Pflanze, 1963-1990) 
· Single volume used in the mutli-volume books
Pflanze, O. (1990). The Period of Fortification, 1880-1898: Cilt 3. Bismarck and The Development of Germany. Princeton, NJ: Princeton University Press. 

· New edition of an earlier edition
Smith, A. (1976). An inquiry into the nature and causes of the wealth of nations. E. Cannan (Ed.). Chicago: University of Chicago Press. (İlk baskı 1776). 

In the text:
(Smith, 1776/1976) 

· Translated section in a book
Weber, M. (1958). The Protestan Ethic and The Spirit of Capitalism. T. Parsons (Çev.). New York: Charles Scribner‟s Son. (İlk baskı. 1904-1905). 

In the text: 
(Weber, 1904-1905/1958) 
· Reports and technical articles
Gencel Bek, M. (1998). Mediscape Turkey 2000 (Report No. 2). Ankara: BAYAUM. 

· Single author from a journal
Aktay, Y. (1999). Aklın Sosyolojik Soykütüğü: Soy Akıldan Tarihsel ve Toplumsal Akla Doğru. Toplum ve Bilim, 82, 114-140. 

· Journal with many authors 

Binark, F. M., Çelikcan, P. (1998). Mahremin Müzakereye Çağrılması ve Yıldo Örneği. Kültür ve İletişim, 1 (2), 197-214. 
· Article from an Electronic Journal
Conway, P. (2003). Truth and reconciliation: The road not taken in Nambia. Online Journal of Peace and Conflict Resolution, 5 (1). (varsa doi numarası, yoksa URL verilir. URL örneği: http://www.trinstitute.org/ojpcr/5_1conway.htm. Kaynağa ait sayfanın adresi (URL) ya da varsa sadece doi numarası yeterlidir. 

· Unknown editorial post 

Editorial: "What is a disaster" and why does this question matter? [Editorial•]. (2006). Journal of Contingencies and Crisis Management, 14, 1-2.
· Unknown article and journal posts
*The United States and the Americas: One History in Two Halves. (2003, 13 Aralık). Economist, 36. 

*Strong afterchocks continiue in California. (2003, 26 Aralık). New York Times [Ulusal Baskı.]. s.23. 

In the text: 
(United States and the Americas, 2003) 

(Strong aftershock, 2003) 

· Known editors from a newspaper or a journal
Bruni, F. (2003, 26 Aralık). Pope pleads for end to terrorism and war. New York Times, s.21. 

· Promotional articles
Orr, H. A. (2003, 14 Ağustos). What‟s not in your genes. [Review of the book Nature via nurture: Genes, experience, and what makes us human]. New York Review of Books, 50, 38-40. 

· Unpublished theses, posters, notifications

If it is downloaded from YÖK, the URL address is given at the end of the identification information.
Sarı, E. (2008). Kültür Kimlik ve Politika: Mardin’de Kültürlerarasılık. (Yayımlanmamış doktora tezi). Ankara Üniversitesi/Sosyal Bilimler Enstitüsü, Ankara. 

· Encyclopedias
Balkans: History. (1987). Encyclopaedia Britannica içinde (15. Baskı. Cilt. 14, s. 570-588). Chicago: Encyclopaedia Britannica. 

In the text: 
(Balkans: History, 1987)
· Dictionaries
Gerrymander. (2003). Merriam-Webster’s collegiate dictionary (11. Baskı). Springfield, MA: Merriam-Webster‟s. 

In the text: 
(Gerrymander, 2003) 
· Interview 

Arroyo, Gloria Macapagal. (2003). A time for Prayer. Michael Schuman ile söyleşi. Time. 28 Temmuz 2003. Erişim Tarihi 13 Ocak 2004, http://www.times.com/time/nation/article/0,8599,471205,00.html.

· TV program
Long, T. (Yazar), ve Moore, S. D. (Yönetmen). (2002). Bart vs. Lisa vs. 3. Sınıf [Televizyon Dizisi]. B. Oakley ve J. Weinstein (Yapımcı), Simpsonlar içinde. Bölüm: 1403 F55079. Fox. 

In the text: 
(Simpsonlar, 2002) 

· Film 

Huston, J. (Yönetmen/Senaryo Yazarı). (1941). Malta Şahini [Film]. U.S.: Warner. 

In the text: 
(Malta Şahini, 1941) 

· Photograph 

Adams, Ansel. (1927). Monolith, the face of Half Dome, Yosemite National Park [Fotoğraf]. Art Institute, Chicago. 

In the text: 
(Adams, 1927)
4.SUBMISSION OF COMPLETED THESIS
4.1.What to do before the thesis defence
The thesis completed with Turnitin-plagiarism program will be delivered to the Institute of Social Sciences with a letter stating that, the thesis completed,the date and the time of the defense, noble and substitute juries, by the student counselor.  

It checks the Institute Directorate in the form of the thesis, approves the date and time of the exam, and the suitability of the nobel and substitute examination juries. After the approval of the Directorate of the Institute, the student receives the thesis submission from the Institute and multiplies his thesis in spiral to be a surplus of the number of jury members; To the members of the jury in the presence of the signature to provide sufficient time for the defense until the date of the defense.
4.2.What to do after the thesis defense
In case of successful passing of the thesis defense, the changes that the gurin deems necessary are carried out under supervision of the advisor; After the corrections are made, the thesis is bound. The volume(paperback) should be black and the writing should be yellow gilding.
4.3.Final Submision requirements
Five binded copies of the thesis are delivered to the Institute Directorate. In addition, students; In the format of the thesis title and key words of the Higher Education Council (YÖK) Documentation Center, which is not exceeding one page, in Turkish and English abstract CD, the thesis must be in the required number (2 pieces) in PDF format, thesis data entry form, documents to the Institute.
The thesis accepted in defense must be checked by the advisor during the delivery of the contents delivered on the CD. The filing within the CD should be as shown in the screenshot below.
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DİBS
Abbreviations should be given in alphabetical order.
MB
Abbreviations should be given in alphabetical order.
TBS
Abbreviations should be given in alphabetical order.
BTK
Abbreviations should be given in alphabetical order.
VZA




Abbreviations should be given in alphabetical order.
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