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PREFACE
The Graduate Thesis Writing Guide of the Graduate School of Istanbul Okan University has been prepared to ensure consistency in the quality, format, and formal requirements for the planning, preparation, writing, and publication of master's, doctoral, and proficiency in arts theses. Students preparing theses at the master's, doctoral, and proficiency in arts levels are required to comply with the principles, rules, and standards specified in this Guide. Failure to comply with these requirements may result in the Graduate School reserving the right not to initiate graduation procedures or to suspend ongoing procedures, even if the student has successfully passed the thesis defense examination. Throughout this Guide, the term thesis will be used to refer to master's, doctoral, and proficiency in arts studies.
This Guide is based on the latest edition of the reference style developed by the American Psychological Association (APA). However, taking into account the academic preferences of different fields and disciplines, certain rules (e.g., reference citation and bibliography formatting) have been adapted accordingly.
To ensure compliance with the required rules and standards in thesis writing and to avoid delays during the graduation process, students are strongly advised to read this Guide carefully and to use the Thesis Templates prepared specifically for their respective academic fields and disciplines.
In addition to this Guide, a Thesis Template and a Thesis Format Checklist have been prepared to assist students in adhering to the established writing standards. Before submitting the thesis to the Graduate School, both the student and the thesis advisor should evaluate its formal compliance using the checklist. Even if they have been successfully accepted, previously written theses should not be used as templates. A thesis used as an example may differ from the current version of the rules and standards specified in this Guide. Therefore, the Guide, Thesis Template, and Thesis Format Checklist available on the Graduate School’s website should be regarded as the primary references. If you encounter issues that you believe are not addressed in this Guide or the Thesis Template, or if you have any uncertainties, you should first consult your thesis advisor, the head of your department, or, when necessary, the Directorate of the Graduate School.
Directorate of the Graduate School




1. FORMATTING AND LAYOUT
This section presents the formatting requirements for the various parts of the thesis, including the main text, tables, figures, footnotes, and other components.
1.1 Margins
Throughout the thesis, page margins must be set as follows: 3.5 cm on the left margin (the left margin is wider than the right margin to allow for binding), 2.5 cm on the right margin, 3.5 cm on the top margin, and 2.5 cm on the bottom margin. The header and footer distance should be set to 1.25 cm. For pages in landscape orientation, the top margin should also be 3.5 cm to ensure suitability for binding.
Before beginning the writing process, it is recommended that page margins be configured first. All thesis content—including headings, main text, tables, figures, and page numbers—must remain within the specified page margins. Content may not extend beyond the designated text area.
[image: Graphical user interface, application

Description automatically generated][image: Graphical user interface, application

Description automatically generated]
Figure 1.1 Setting Margins in Microsoft Word
Note: The user interface may vary across different software versions.


1.2 Font Type and Size
Times New Roman must be used throughout the entire thesis. Care should be taken to ensure that no other font type is used unless otherwise specified. Bold and/or italic formatting may be used for expressions requiring special emphasis and for foreign words.
The font sizes to be used for different text elements in the thesis (such as headings, main text, notes, footnotes, tables, and figures) should comply with the specifications provided in Table 1.1.
1.3 Line Spacing
The line spacing requirements for the various text elements included in the thesis should be in accordance with Table 1.1. No additional spacing should be left between paragraphs.
Table 1.1 Font Sizes, Line Spacing, and Content Alignment for Different Text Types
	Text Type
	Font Size
	Line Spacing / Content Alignment

	Thesis Title
	15 pt
	Single-spaced, centered.

	Level 1 Headings
	12 pt


12 pt
12 pt
12 pt
12 pt
12 pt
	Double-spaced, centered; 12 pt spacing should be left after a Level 1 heading.
Double-spaced, justified; 12 pt spacing should be left before Level 2 and lower-level headings. If a heading appears at the beginning of a new page, no 12 pt space should be left above it.

	

Level 2 Headings
	
	

	Level 3 Headings
	
	

	Level 4 Headings 
Level 5 Headings 
Level 6 and Lower Headings[footnoteRef:1] [1:  Level 6 and lower-order headings are defined only for theses in the field/discipline of Law. In all other academic fields and disciplines, the heading hierarchy should not exceed five levels.
] 

	
	

	Dedication Page
	14 pt
	Double-spaced; centered if it consists of a single line, justified if it consists of two lines.

	Declaration Page
	12 pt
	Double-spaced, justified.

	Table of Contents
	12 pt
	One-and-a-half spacing, justified.

	List of Tables and List of Figures
	12 pt
	One-and-a-half spacing, justified.

	List of Abbreviations and List of Symbols
	12 pt
	One-and-a-half spacing, left-aligned.

	Acknowledgements, Abstract, and Abstract (English)
	12 pt
	Double-spaced, justified.

	Main Text
	12 pt
	One-and-a-half spacing.

	References
	12 pt
	Double-spaced, justified.

	Table Titles and Figure Captions
	12 pt
	If more than one line, double-spaced and justified. A 12 pt space should be left before the title and after the table or figure. If there is a note associated with the table or figure, a 12 pt space should be left after the note.

	Footnotes, Figure Notes, and Table Notes
	10 pt
	Single-spaced, justified.

	Table Content
	8–12 pt (must be consistent throughout the thesis)
	May be single-, one-and-a-half-, or double-spaced; however, the same spacing should be used consistently across all tables. Table cells may be centered, left-aligned, or right-aligned as needed, but alignment should be consistent throughout the thesis.  

	Figure Content
	8–12 pt (must be consistent throughout the thesis)
	May be single-, one-and-a-half-, or double-spaced; however, the same spacing should be used consistently across all figures.

	Equations
	12 pt
	Single-spaced when multiple equations are presented. A 12 pt space should be left before and after equation(s).





1.4 Text Alignment and Centering
The alignment and centering rules and standards for the various text elements included in the thesis should follow Table 1.2.1. To ensure proper alignment after binding, text should be aligned within the designated text margins rather than between the physical page edges.
All section headings (e.g., DECLARATION, ABSTRACT, ACKNOWLEDGEMENTS, TABLE OF CONTENTS, LIST OF TABLES, LIST OF FIGURES, LIST OF ABBREVIATIONS AND SYMBOLS, CHAPTER HEADINGS, REFERENCES, APPENDICES, APPENDIX A, etc.) must be centered.
The Dedication should preferably consist of a single line and may contain a maximum of two lines. A single-line dedication should be centered. If it consists of two lines, it should be justified.
The Declaration, Abstract, and Abstract (English) texts should be justified and written as a single paragraph without first-line indentation.
The Acknowledgements, main text, References, and the contents of the Appendices should be justified.
Table titles, figure captions, notes, and footnotes should also be justified.
Tables and figures should be centered. Table cells should preferably be centered as well. Alignment should be applied consistently throughout the thesis.
1.5 Page Numbers
Page numbers must be placed at the bottom center of each page. All page numbers should be in Times New Roman, 12-point font. The same font type and size must be used consistently throughout the thesis. No parentheses, hyphens, or other symbols should appear before or after page numbers.
The preliminary pages should be numbered using lowercase Roman numerals (iv, v, vi, etc.), while the main text and all subsequent pages should be numbered using Arabic numerals (1, 2, 3, etc.).
The outer hardbound cover of the thesis is not numbered. Page numbering begins with the inner cover page. However, page numbers are not displayed on the inner cover page, title page, approval and acceptance page, and dedication page (if included).
Page numbers first appear on the Declaration Page, which is the fifth preliminary page, and its page number should be “v”. If no dedication page is included, the Declaration Page should begin with page number “iv”.
The first page of the main text, the Introduction, is numbered “1”. Numbering then continues consecutively in Arabic numerals through to the final page of the thesis, including the Appendices.
1.6 Setting Indentation
The first line of every paragraph throughout the thesis (except for the Declaration, Abstract, and Abstract in English) should be indented by one tab (1.25 cm).
Heading indentation should follow the specifications provided in Table 1.2.
In the APA reference style, the bibliography is formatted using a hanging indent. Under this format, the first line of each reference entry is aligned with the left margin, while all subsequent lines of the same reference are indented by 1.25 cm.
For other citation styles commonly used in fields such as law, engineering, and the natural sciences, students should consult the thesis template specific to their academic field or discipline.
1.7 Headings
The hierarchy of headings and the corresponding formatting requirements—including alignment, justification, font type, font size, numbering, and indentation—should follow the specifications provided in Table 1.2.
A single line of text should not be left alone at the bottom of a page. Likewise, a heading appearing at the end of a page must be followed by at least two lines of text. Otherwise, the heading should be moved to the next page. In such cases, either the isolated line of text or the heading and the text that follows it should be placed at the beginning of the next page.
Table 1.2 Levels, Formatting, and Numbering of Headings
	Headings and Formatting

	LEVEL 1 HEADINGS
Level 1 headings should be formatted as shown in this example: 12-point font, centered, bold, and written entirely in uppercase letters. A 12-point space should be left between the heading and the text that follows.


	1.1 Level 2 Headings
Level 2 headings should be formatted as shown in the heading of this paragraph: 12-point font, justified, double-spaced, bold, with the first letter of each major word capitalized and the remaining letters in lowercase. Conjunctions such as and, or, and with should remain in lowercase. A 12-point space should be left before the heading. No additional space should be left after the heading. The text should begin as a new paragraph below the heading, as shown here.


	1.1.1 Level 3 Headings
Level 3 headings should be formatted as shown in the heading of this paragraph: 12-point font, justified, double-spaced, bold and italicized, with the first letter of each major word capitalized and the remaining letters in lowercase. Conjunctions such as and, or, and with should remain in lowercase. A 12-point space should be left before the heading. No additional space should be left after the heading. The text should begin as a new paragraph below the heading.


	1.1.1.1 Level 4 Headings
Level 4 headings should be formatted as shown in the heading of this paragraph: indented one tab (1.25 cm), 12-point font, justified, double-spaced, bold, with the first letter of each major word capitalized and the remaining letters in lowercase. Conjunctions such as and, or, and with should remain in lowercase. A 12-point space should be left before the heading. No additional space should be left after the heading. The text should begin as a new paragraph below the heading.


	1.1.1.1.1 Level 5 Headings
Level 5 headings should be formatted as shown in the heading of this paragraph: indented one tab (1.25 cm), 12-point font, justified, double-spaced, bold and italicized, with the first letter of each major word capitalized and the remaining letters in lowercase. Conjunctions such as and, or, and with should remain in lowercase. A 12-point space should be left before the heading. No additional space should be left after the heading. The text should begin as a new paragraph below the heading.


	1.1.1.1.1.1 Level 6 and Lower-Level Headings
Level 6 and lower-level headings should be formatted as shown in the heading of this paragraph: indented two tabs (2.5 cm), 12-point font, justified, double-spaced, bold, with the first letter of each major word capitalized and the remaining letters in lowercase. Conjunctions such as and, or, and with should remain in lowercase. A 12-point space should be left before the heading. No additional space should be left after the heading. The text should begin as a new paragraph below the heading.



Note: Level 6 and lower-level headings are defined exclusively for theses in the field/discipline of Law. In all other academic fields and disciplines, the heading hierarchy should not exceed five levels.

1.8 Numbering
Main chapter headings, with the exception of the Introduction chapter, should be numbered using Arabic numerals (1, 2, 3, etc.).
Footnotes should be numbered consecutively throughout the entire thesis using Arabic numerals (1, 2, 3, etc.). Footnote numbering should not restart at the beginning of each new chapter.
No period should be placed after the final numeral in the numbering of headings, tables, or figures (e.g., Table 2.1, Figure 2.1, not Table 2.1. or Figure 2.1.).
For the numbering rules applicable to tables and figures, refer to Section 2.1, Tables and Figures, of this Guide. 
For the numbering of equations, refer to Section 2.4, Equations, of this Guide.
















2. TABLE, FIGURE, AND FOOTNOTE
2.1 Tables and Figures
Tables and figures should be used when they can communicate an idea or data more effectively than textual explanation alone. Unnecessary tables and figures should be avoided.
It is recommended that tables be created using the table function in Microsoft Word. Copying and pasting tables from other software may require additional formatting adjustments. Figures may be created using software such as Excel or SPSS. Lines, symbols, signs, numbers, and text appearing in figures should be prepared using high-quality tools and must be clear, legible, and easily distinguishable to the naked eye. If a figure or image is inserted into the text, its resolution must be 300 dpi (dots per inch). For table and figure formats designed for different types of analyses, the latest edition of the APA style guide may be consulted to determine the most appropriate format. For discipline-specific requirements, consultation with the department chair and/or thesis advisor is recommended.
The titles of tables and figures in the List of Tables and List of Figures must be identical to those used in the main text. In these lists, the page number on which the table or figure first appears in the main text should be aligned to the right of the final line of the title. For tables or figures extending over more than one page, only the page number of the first page on which the table or figure appears should be listed.
All tables and figures must be referred to within the text (e.g., Table 2.1). A referenced table or figure should preferably be placed immediately after the paragraph in which it is first mentioned. If this is not possible, it should be positioned as close as possible to the first reference. In such cases, placement on the following page is recommended.
A table or figure should not be placed immediately after its title. There should be intervening text between the title and the table or figure. A 12-point space should be left before a table or figure title and after the table or figure itself. If a note accompanies the table or figure, the 12-point space should be left after the note.
Tables and figures should be numbered consecutively within each main chapter (e.g., Table 1.1, Table 1.2, Figure 1.1, Figure 1.2). Table and figure numbers must be in boldface. No period should follow the final numeral. If a table or figure contains multiple components, each component should be identified by letters (A, B, C, etc.) and explained separately. However, only a single table or figure number should be assigned.
The Table Title should appear above the table, with a 6-point space between the final line of the title and the top border of the table. The Figure Caption should appear below the figure, with a 6-point space between the figure and its caption.
Table and figure titles should be formatted in 12-point font, italicized, justified, with the first letter of each word capitalized and the remaining letters in lowercase, and should not end with a period. Unlike table and figure numbers, titles should not be bold. The table or figure number and its title should appear on the same line. If the title extends to a second line, the lines should be double-spaced.
Line spacing within tables may be single, one-and-a-half, or double-spaced, depending on the circumstances. However, except in special cases, the same line spacing should be used consistently throughout all tables in the thesis.
Not every table or figure requires a note. If a note is included beneath a table or figure, there should be a 6-point space between the title and the note. Notes should be in 10-point font, italicized, single-spaced, and end with a period. Notes extending beyond one line should continue on the next line aligned with the beginning of the first line.
The preferred font size for text within tables and figures is 12-point. However, for tables or figures that cannot fit on a single page, a font size between 8 and 12 points may be used. In such cases, the selected font size should remain consistent throughout the thesis except in exceptional circumstances.
If a table still does not fit on a single page despite the use of a smaller font size, it should be divided appropriately across pages. The continuation on the following page should retain the same table number and title, with the word "(Continued)" added in parentheses after the table number.
Within tables and figures, only the first letter of the first word should be capitalized; all remaining words should be written in lowercase unless proper nouns or other grammatical rules require otherwise.
For data presentation within table rows and columns, cell alignment, and other formatting details, the latest edition of the APA style guide should be followed.



2.2 Visual Elements
Visual elements include materials such as pictures, photographs, and drawings. All visual elements are subject to the formatting rules applicable to figures and must be included in the List of Figures.
Written permission must be obtained before using any copyrighted material. Such permission should be acknowledged on the Acknowledgements Page. In addition, the source of the reproduced visual should be cited in the note section beneath the figure in accordance with the applicable citation rules.
To ensure quality and clarity, visual materials must have a resolution of 300 dpi (dots per inch). Visuals may be presented in either color or black and white.
If any visual contains a photograph or information that may enable the identification of an individual or individuals, written consent must be obtained from the relevant persons in accordance with the Law on the Protection of Personal Data. Photographs of patients or research participants may be used only if their identities are concealed, for example, by masking the eyes. Photographs to be attached to thesis pages should be printed on thin photographic paper to prevent bulging between the pages of the bound thesis.
2.3 Abbreviations and Symbols
Abbreviations and symbols used in the thesis should be listed in alphabetical order. An abbreviation should be spelled out in full the first time it appears in the text, followed by the abbreviation in parentheses. Thereafter, only the abbreviation should be used.
In abbreviations formed from the initial letters of multiple words, periods should not be used (e.g., TÜBİTAK, WHO). Turkish equivalents of terms should be preferred in abbreviations. However, internationally established abbreviations in foreign languages may be used in their original form (e.g., AIDS, NATO).
Periods should be used after non-term abbreviations (e.g., cf., etc.). Abbreviations for units of measurement should conform to the International System of Units (SI) (e.g., g, L, etc.). No period should be placed after measurement units.



2.4 Equations
Equations should be presented on a separate line, centered, and italicized, as shown in the examples. The symbols used in equations must be consistent with those listed in the List of Symbols.
The equation number should appear on the same line as the equation, aligned to the right and enclosed in parentheses. The word “Equation” should not precede the equation number.
Equations should be numbered separately within each chapter, as illustrated in the examples. Where necessary, subparts of the same equation may be numbered as (2.1a), (2.1b), and so forth. However, when referring to an equation in the text, it should be cited as “Equation 2.1.”
A 12-point space should be left both before and after each equation relative to the surrounding text.
Multiple equations or syntactic expressions may be presented either within the main text or in the appendices.
					(2.1)
2.5 Footnotes
Footnotes should be numbered consecutively throughout the text using superscript Arabic numerals in the order in which they appear.
Footnotes must be inserted using the footnote function in Microsoft Word. The footnote text should be formatted in 10-point font and single-spaced.
Explanatory notes for tables and figures should appear directly beneath the relevant table or figure and, if applicable, after any accompanying note. These explanatory notes should also be written in 10-point font and single-spaced.
In the field/discipline of Law, the Chicago footnote style is used. Students should therefore follow the relevant thesis template prepared for the discipline. When necessary, consultation with the thesis advisor and/or the chair of the relevant academic department is recommended.


3. THESIS SECTIONS
3.1 Order of Thesis Sections
A thesis consists of three main parts: the preliminary pages, the main text, and the reference section. 
The thesis sections presented in Table 3.1 should be arranged in the order in which they are required to appear in the thesis. Care should be taken to distinguish between mandatory and optional sections.
Table 3.1. Thesis Sections and Their Order
	



Preliminary Pages
	Outer Cover
	Required for printed copies

	
	Inner Cover Page
	Required (same as the Outer Cover)

	
	Title Page
	Required

	
	Approval and Acceptance Page
	Required

	
	Dedication Page
	Optional

	
	Declaration
	Required

	
	Abstract 
	Required

	
	Keywords (en az 3, en fazla 5)
	Required

	
	Acknowledgements Page
	Optional

	
	Table of Contents
	Required

	
	List of Tables
	Required if tables are included

	
	List of Figures
	Required if figures are included

	
	List of Abbreviations
	Required if abbreviations are used

	
	List of Symbols
	Required if symbols are used

	Main Body
	Main Text
	Required

	
	Footnotes, Tables, and Figures
	As applicable to the content

	
Reference Section
	References
	Required

	
	Appendices
	As applicable to the content

	
	Curriculum Vitae
	Required for doctoral dissertations and proficiency in arts theses



3.2 Preliminary Pages
3.2.1 Title Page
The following elements must appear on the title page in the order listed below. They should be written in bold and uppercase letters, with the thesis title in 15-point font and the remaining elements in 12-point font, all centered. The page number must not be displayed on the title page. The layout of the title page is provided in the Appendix.


The Guide recommends that the thesis title should not exceed 10 words.
· University Logo 
· Institute Name (for Turkish theses, it must be “Graduate School of Istanbul Okan University”) 
· Department Name 
· Field/Program Name (if applicable)
· Thesis title 
· Degree type (MASTER’S THESIS / DOCTORAL DISSERTATION / PROFICIENCY IN ARTS THESIS) 
· Student’s Full Name and Surname 
· Student Number 
· Supervisor’s and, if applicable, co-supervisor’s academic title, name, and surname. For Turkish theses, academic title abbreviations must be used (e.g., Prof. Dr.; Assoc. Prof. Dr.; Dr. Lecturer).
· Year 
3.2.2 Approval and Acceptance Page
The Approval and Acceptance Page is the page that indicates the thesis has been accepted by the supervisor and jury members after the defense and approved by the Graduate School of Istanbul Okan University.
The page number must not be displayed on the Approval and Acceptance Page. Signatures must be original (wet signatures) and written in blue ink.
There are different formats for Approval and Acceptance Pages depending on whether the jury consists of three members or five members. The template for master’s theses is used for three-member juries, while the template for doctoral and proficiency in arts theses is used for five-member juries.
3.2.3 Dedication Page
The dedication is optional for doctoral and proficiency in arts theses. It is not included in master’s theses. The dedication page does not include a heading such as “DEDICATION”.
The dedication should preferably consist of one line and may contain a maximum of two lines. If it is a single line, it should be centered; if it consists of two lines, it should be justified.
The dedication should be written in 14-point Times New Roman, italicized, and double-spaced if it contains two lines. The page number must not be displayed.
3.2.4 Declaration
The Declaration Page is mandatory and must be signed by the author of the thesis using a blue ink pen.
This section must include the heading “DECLARATION”. The declaration text is a standard text provided in the Thesis Template.
The page number for the Declaration Page is indicated as “v”. However, if there is no Dedication Page, the Declaration Page is numbered as “iv”, and page numbering begins from this point.
3.2.5 Abstract and Keywords
The abstract is written to briefly explain the purpose, scope, methodology(ies), and findings of the thesis, enabling the reader to gain a general understanding of the study. The abstract should reflect the study and emphasize its original contribution. Subheadings such as “Purpose,” “Method,” and “Conclusion” must not be used in the abstract.
The Turkish and English abstract pages must appear consecutively, with the Turkish text first, followed by the English text. The headings “ÖZET” and “ABSTRACT” must be written in bold, uppercase letters and centered. As with all section headings, a 12-point space should be left after the “ÖZET” and “ABSTRACT” headings.
Both Turkish and English abstracts must be written as a single paragraph, without first-line indentation, and with double line spacing.
The abstract should not exceed one page and, unless necessary, should not include references or data citations.
At the end of both Turkish and English abstract pages, the headings “Anahtar Kelimeler” and “Keywords” must be written in bold, with each word capitalized. These should continue on the same line and include at least 3 and at most 5 keywords, listed in alphabetical order, separated by commas, and written in lowercase letters.
3.2.6 Acknowledgements
The Acknowledgements Page is optional. However, it is recommended to acknowledge individuals and institutions that contributed to the preparation and execution of the thesis, as well as any use of copyrighted materials obtained with permission. The acknowledgements should also include thanks to individuals who supported the student during the thesis process.
The Acknowledgements should be written in a clear, concise, and brief manner and, if possible, should not exceed one page.
The heading “ACKNOWLEDGEMENTS” must be written in bold uppercase letters and centered within the page margins. The text should be double-spaced, and a 12-point space should be left between the heading and the text.
The Acknowledgements section may consist of more than one paragraph. The first line of each paragraph should be indented by 1.25 cm.
No personal information such as name-surname, thesis date, or city should appear at the end of the Acknowledgements page.
3.2.7 Table of Contents
The Table of Contents must include all section headings and subheadings starting from the Abstract page in the preliminary pages, as well as all sections in the main text, the reference section (including References and Appendices), listed completely and in the correct order. The Curriculum Vitae is included only in doctoral and proficiency in arts theses.
The heading “TABLE OF CONTENTS” must be centered within the page margins. A 12-point space should be left between the heading and the list.
The Table of Contents must be written in 12-point font, one-and-a-half line spacing, and justified alignment.
All items in the Table of Contents must be listed exactly as they appear in the thesis, in the correct order and with their corresponding page numbers. If a heading does not fit on one line, it should continue on the next line aligned with the beginning of the first line.
Although some headings in the thesis may be italicized and/or bold, no heading in the Table of Contents should appear in italics or bold. It is recommended to use the Microsoft Word Table of Contents function to prepare this section. The format is provided in the Thesis Template.
3.2.8 List of Tables, List of Figures, List of Abbreviations, and List of Symbols
Tables, figures, visual materials, abbreviations, and symbols used in the text must be listed separately on individual pages following the Table of Contents, in the order specified in this Guide.
The section headings must be centered, written in bold uppercase letters, and in 12-point font (e.g., “LIST OF TABLES,” “LIST OF FIGURES,” “LIST OF ABBREVIATIONS,” “LIST OF SYMBOLS”). A 12-point space should be left between the headings and the lists.
Table and figure numbers and titles must be written exactly as they appear in the text (e.g., Figure 1.1 Figure Title, Table 4.2 Table Title). Abbreviations and symbols must be listed in alphabetical order.

3.3 Main Text
3.3.1 Writing Style
The thesis should be written in a clear, simple, and understandable language, in accordance with Enlish grammar rules, and preferably in the passive voice (e.g., was conducted, was observed). The use of non-English words should be avoided unless they are necessary and widely accepted in the relevant discipline. Where a foreign term or concept has no precise English equivalent, authors should provide an explanation in English and include the original term in parentheses upon its first occurrence in the text. The spelling conventions (American or British English) selected by the author must be used consistently throughout the thesis.
The structure of chapters and subchapters should not include unnecessary detail and should maintain logical coherence.
3.3.2 Structure of Chapters
The main text is divided into multiple main chapters. Each main chapter must begin on a new page. Except for the Introduction, all main chapters are numbered consecutively using Arabic numerals (1, 2, 3, etc.), followed by the chapter title.
Main chapter titles must be centered, written in bold uppercase letters.
Each main chapter must start on a new page. Subsections may vary depending on the academic field/discipline. It is strongly recommended to consult the thesis advisor regarding the appropriate structure of chapters and subsections.
3.3.3 Quotations
If a passage consisting of multiple sentences is taken verbatim from another source, it should be written as a separate paragraph after leaving one line space from the preceding text. It must be indented on both sides by 1.25 cm, placed in quotation marks (“ ”), and written in italic font. An additional line space should be left before returning to the main text.
Short quotations containing fewer than 40 words should be included within the paragraph and indicated with double quotation marks.
Long quotations containing 40 words or more should be presented as a separate paragraph with 1 cm indentation on both sides, without quotation marks, and justified alignment.
All quotations must be properly cited in accordance with the rules specified in this Guide.
3.3.4 Points to Consider in Writing
The last line of a paragraph should not appear as the first line of a page, and the first line of a paragraph should not appear as the last line of a page. A subsection appearing at the bottom of a page must be followed by at least two lines of text; otherwise, the subsection should be placed on the next page.
Lines in the text should not begin with abbreviations, symbols, or numbers, except for institutional abbreviations and dates.
Numbers up to ten should be written in words, while numbers greater than ten should be written in numerals. However, numbers appearing at the beginning of a sentence must always be written in words.
According to the Turkish Language Association, numbers with four or more digits should be grouped in sets of three from the right, separated by periods (e.g., 4.567; 326.197; 49.750.812; 28.434.250.310.500, etc.).
Decimal numbers are separated by commas (e.g., 15,2; 5,26). In theses written in programs where English is the medium of instruction, APA style should be followed, using a period (.) as the decimal separator. Large numbers should be grouped in sets of three digits from the right and separated by commas (,).

3.4 References
The References section is a list of all sources cited and used in the thesis. Every source cited in the text must appear in the “REFERENCES” section, and every source listed in the “REFERENCES” section must be cited in the text. The author is responsible for ensuring the completeness and accuracy of all references.
The most recent version of the referencing style adopted by the relevant academic field/discipline must be used. Table 3.2 should be taken into consideration in this regard. For different academic fields/disciplines, consultation with the thesis advisor and/or the head of the department is recommended.
Table 3.2. Referencing Styles by Academic Field/Discipline
	Academic Fields / Disciplines
	Reference Style

	All fields/disciplines except Engineering and Natural Sciences, Dentistry, Pharmacy, Medicine and Health Sciences, and Law
	APA

	Law
	Chicago 

	Engineering and Natural Sciences, Dentistry, Pharmacy, Medicine, and Health Sciences
	Vancouver



3.5 Appendices
Information that may disrupt the flow of reading or distract from the main text—such as scales, raw data tables, forms, consent forms, ethics committee approval documents, etc.—as well as lengthy explanations that would otherwise be provided as footnotes, may be included in the “APPENDICES” section at the end of the thesis.
If multiple appendices are included, each must be presented on a separate page, and each appendix must be labeled with a letter and title (e.g., APPENDIX A. TITLE, APPENDIX B. TITLE). As with other level-one headings, appendix titles must be centered within the page margins.
Each appendix must also be listed individually under the general heading “APPENDICES” in the Table of Contents. A separate “List of Appendices” page is not prepared, similar to the List of Tables.

3.6 Curriculum Vitae
The Curriculum Vitae page is required only for doctoral and proficiency in arts theses. Personal information such as date and place of birth must not be included on this page. The Guide provides suggested main headings for preparing the CV in the Appendices section.




























4. BINDING OF THE THESIS
4.1 Printing
[bookmark: _GoBack]One bound copy of the thesis must be submitted to the Directorate of the Graduate School. The signatures on the Approval and Acceptance Page in the bound copy must be original (wet signatures).
It is recommended that the thesis be converted into PDF format before printing. The thesis must be printed on standard A4-size (210 × 297 mm, 80 gsm) white paper. To ensure print quality, laser printing must be used. Printing must be single-sided and in standard black ink. However, colored materials (e.g., figures, images, etc.) must be printed in color as they appear in the original document. The resolution of visual materials must be 300 dpi.
The thesis must not contain any hand-written corrections, erasures, or scratches.
4.2 Signatures
In printed copies, all signatures (on the Approval Page and Declaration Page) must be original and signed in blue ink. On the Declaration Page, the student’s signature must be placed above the name and surname. Digital copies must not contain signatures.
4.3 Specifications of the Thesis Cover
4.3.1 Spine Format
The thesis spine must include the student’s name and surname, thesis title, and year. Refer to the Appendix for the spine format.
4.3.2 Cover Layout
The same cover page must be used for both the bound cover and the inner cover. The only difference is that the inner cover must also include the student number and the supervisor’s academic title, name, and surname.
Page numbering begins with the inner cover page; however, the page number is not displayed on this page.
The cover page must include the university logo, thesis title, degree type (MASTER’S THESIS; DOCTORAL DISSERTATION; PROFICIENCY IN ARTS THESIS), the student’s full legal name and surname, student number (required only for the inner cover), supervisor’s academic title and full name (required only for the inner cover), and the year.
On the cover page, the thesis title must be written in 15-point font, while all other text must be in 12-point font. All text must be in Times New Roman, bold, uppercase letters, and centered. The layout of the cover page is provided in the Appendix.
4.3.3 Binding and Color Code
The binding color must be navy blue for doctoral and proficiency in arts theses, and white coated cardboard for master’s theses.
Before binding, students are advised to review sample theses available at the Graduate School or University Library to obtain information about materials and texture.
4.3.4 Text on the Cover and Spine 
All letters on the cover and spine must be in uppercase. The text color must be black for master’s theses and gold for doctoral and proficiency in arts theses.
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	    NAME SURNAME                                           THESIS TITLE                                                                YEAR


APPENDIX A. SAMPLE THESIS SPINE



All text on the spine must be written in 12-point Times New Roman, uppercase letters. 
However, if the text does not fit on the spine, a font size between 10 and 12 points may be used.
 If the spine text extends to more than one line, it must be written with single line spacing.  






















APPENDIX B. SAMPLE THESIS COVER PAGE
	
[image: https://www.okan.edu.tr/uploads/pages/okan-universitesi-logosu/okanlogo-en-23052018-1.png]

THESIS TITLE 
MASTER’S THESIS / DOCTORAL DISSERTATION / PROFICIENCY IN ARTS THESIS 


STUDENT’S FULL NAME AND SURNAME



YEAR





The logo starts 4.5 cm below the top edge of the page.




The thesis title is 13.5 cm below the top edge of the page.


There should be double line spacing between the thesis title and the level.




The name and surname are 18.5 cm below the top edge of the page.





The year is 24 cm below the top edge of the page.








APPENDIX C. SAMPLE INNER COVER PAGE
	
[image: https://www.okan.edu.tr/uploads/pages/okan-universitesi-logosu/okanlogo-en-23052018-1.png]

THESIS TITLE 
MASTER’S THESIS / DOCTORAL DISSERTATION / PROFICIENCY IN ARTS THESIS


STUDENT’S FULL NAME AND SURNAME 
STUDENT NUMBER

SUPERVISOR’S ACADEMIC TITLE AND FULL NAME



YEAR





The logo starts 4.5 cm below the top edge of the page.




The thesis title is 13.5 cm below the top edge of the page.


There should be double line spacing between the thesis title and the level.




The name and surname are 18.5 cm below the top edge of the page.


There should be one line spacing between the name and surname and the student number.


The advisor is 21 cm below the top edge of the page.





The year is 24 cm below the top edge of the page.







APPENDIX D. SAMPLE TITLE PAGE
	
[image: https://www.okan.edu.tr/uploads/pages/okan-universitesi-logosu/okanlogo-en-23052018-1.png]
GRADUATE SCHOOL 
FULL NAME OF DEPARTMENT
FULL NAME OF PROGRAM / FIELD (IF ANY)

THESIS TITLE
MASTER’S THESIS / DOCTORAL DISSERTATION / PROFICIENCY IN ARTS THESIS


STUDENT’S FULL NAME AND SURNAME
STUDENT NUMBER

SUPERVISOR’S ACADEMIC TITLE AND FULL NAME
CO-SUPERVISOR’S ACADEMIC TITLE AND FULL NAME (IF ANY)

YEAR



The logo starts 4.5 cm below the top edge of the page.



The institute name is 10.5 cm below the top edge of the page.


There should be one line spacing between the School, Department, and Discipline names.



The thesis title is 15 cm below the top edge of the page.


There should be double line spacing between the thesis title and the level.




The name and surname are 19 cm below the top edge of the page.

There should be one line spacing between the name and surname and the student number.





The advisor is 21 cm below the top edge of the page / Co-advisor (if any): one line spacing.




The year is 25.5 cm below the top edge of the page.




APPENDIX E. SAMPLE CURRICULUM VITAE
The Curriculum Vitae is provided as a separate appendix page. It is required only for doctoral and proficiency in arts theses and is not included in master’s theses.
The CV must include the following sections: full name, education history, professional experience, and, if applicable, scholarships and awards, as well as scientific publications and presentations.
Scientific publications and presentations should include only articles published in peer-reviewed journals and books, and oral presentations delivered at peer-reviewed scientific conferences. These must be listed in accordance with the reference citation style rules.
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