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CHAPTER 1 INTRODUCTION
This guide contains the writing rules of the graduation projects conducted in the Non-Thesis Master's Programs at the Graduate Education School. Master's projects prepared at the Graduate School of Istanbul Okan University must be written under the supervision of the project advisor and in accordance with the principles set forth in this guide. Students responsible for preparing a project must comply with the rules outlined in this procedure.

CHAPTER 2 PRINT LAYOUT
1.1. PAPER USE, QUALITY AND STANDARDS 
All copies of the project must be printed on good quality white bond paper, of at least 80 g (100 g at most), measuring by 297 mm (A4). Every page should appear centered between the text margins, 2.5 cm from the top and bottom of the page: 3,5 cm from the left edge and 2,5 cm from the right edge of the paper. If there is any footnote, it must be contained within the same margin boundaries. The back side of the paper must not be used. 
1.2. FONTS, SPACING, FOOTNOTES AND THEIR ARRANEGEMENT 
Projects should be written in the electronic environment, using Microsoft Word software, in Times New Roman font, 12 points in plain text, 1.5-line spacing, normal characters, justified. Writing rules of headings, figures, tables etc. are explained in the relevant articles.
     No spacing before or after a new paragraph. Paragraph indentation must begin at 0,5 cm. There must be a space after every punctuation mark (coma, period, question mark, colon, semi-colon etc.). The first line of a paragraph cannot be the last line of the page; the last line of a paragraph cannot be the first line of the page. Subheading at the end of the page must be followed at least by two sentences or located on a new page.
Footnotes must be separated from the text by a complete horizontal line one space above the first line of the footnote. Footnotes must be located within the text margin boundaries which is 2,5 cm from the bottom of the page. Footnotes must be 10 points and single-space between the lines is essential.
     Tables, figures, and formulas should be created in the electronic environment. Figures that cannot be created in this environment are drawn according to technical drawing principles and, text and symbols are written with a template. Such figures cannot be edited manually.

CHAPTER 3 STRUCTURE OF THE PROJECT
The structure of the projects to be delivered to the Graduate School of Istanbul Okan University should be arranged as follows in terms of content:
· Front/Outer Cover Page 
· Inner Cover Page
· Preface (optional)

· Table of Contents 

· Turkish Abstract
· English Abstract (Summary)

· Symbols (if any)

· Abbreviations (if any)

· List of Figures
· List of Tables
· Introduction and the Purpose of the Study (1-2 pages)

· General Information; Examination of the Resource Information (5-10 pages)

· Tools and Methodology (1-3 pages)

· Findings (3-8 pages)

· Discussion (2-3 pages)

· Conclusion and Proposals (1-2 pages)

· Reference/Bibliography (20-40 different source materials including at least 10 foreign ones)
· Appendices
1.3. TURKISH ABSTRACT AND KEY WORDS
The word "ABSTRACT" should be written in 18 font size, dark capital letters with a 5cm space, and the title of the project should be written in 14 font size, dark capital letters, centered, leaving single space. Then a summary of the study including not more than 200 words should be written in 12 points, leaving single space without carriage return and paragraph indentation. 

      In the abstract, the scope and main purpose of the research, its methodology, findings and main results must be stated briefly. It cannot introduce new information or the results that cannot be obtained from the study. Abstracts must not include any diagrams and references, nor any mathematical formulas, especially figures and tables unless absolutely essential. Abbreviations should not be used here, too.

      Adopt simple past tense in your sentences (Not Simple Present).
     At the end of the abstract “Key Words” must be written, leaving single space. Maximum five keywords must appear. These words must be separated with a coma and sequenced according to their level of importance.
1.4. ENGLISH ABSTRACT
The word "ABSTRACT" should be written in 18 font size, dark capital letters with a 5cm space, and the English title of the project should be written in 14 font size, dark capital letters, centered, leaving single space. After leaving another single space, English abstract and “Key words” must be written similar to the previous abstract.
1.5. TABLES, FIGURES, IMAGES AND PHOTOS
1.5.1. Tables
Tables should be placed as close as possible and within the usage area, after the place where they are first mentioned in the text, provided that they comply with the principles of page layout. More than one table can be placed on the same page. 

Tables should be numbered according to the order of occurrence in the text. The table number “Table 1.1” and its explanation should be written with single spacing above the table and in Times New Roman 10 points, by capitalizing only the first letter of the first word and aligning along the left side of the page (written in bold and plain text font (See Table 3.1). When writing the table name, single space above and below the table, and another single space after the table must be left. Tables must be referred in the text before they appear. Numbers and texts in the table rows and columns should be written in Times New Roman, 10 points. 
Table 3.1 Example 
	Example
	Example
	Example

	Example
	24
	76


However, when necessary, the font size can be reduced to at least 8 points without exceeding the text limits.
1.5.2. Figures 

Tables should be placed as close as possible and within the usage area, after the place where they are first mentioned in the text, provided that they comply with the principles of page layout. More than one figure can be placed on the same page. Figures must be clear and legible. Figures must either be drawn with a drawing program or, if scanned, must be scanned with a resolution of at least 300dpi. Figures should be numbered according to the order of occurrence in the text. The figure number “Figure 1.1:” and its explanation should be written with single spacing centered below the figure and in Times New Roman 10 points, by capitalizing only the first letter of the first word (written in bold and plain text font (See Figure 3.1). 
The size of the text and numbers in the graphics, pictures and text boxes shown as figures should be written in Times New Roman, 10 points in the project. However, when necessary, the font size can be reduced to at least 8 points without exceeding the text limits.
Before the figure and, before and after the name of the figure, single spacing is required. While placing figures in the text, they must be referred before they appear. 
1.5.3. Images and Photos
If scanned, they must be scanned with a resolution of at least 300dpi. They must be referred in the text and numbered with figures. The rules applied to figures must also be followed. 

CHAPTER 4 PAGINATION 
Covers of the project are not numbered. Use small Roman numerals (i, ii, iii, iv, …) for the pages including Preface, Table of Contents (until the beginning of Chapter 1). Use small Latin numbers for the remaining parts (1, 2, 3, ….). All page numbers must appear in the same location (in the middle, at the bottom of the page). 

CHAPTER 5 MAIN BODY
The text part of this section should not exceed 30 pages in general. The number figures and tables in the text should be 10 at most. Standard abbreviations (such as AIDS, ALT, Hct, MR) can be used without explanation (including the title). Non-standard abbreviations must be used with an explanation where they first appear. For Example: Hepatic artery embolism-HAE, or small bowel tumors-IBT.

     Chapter titles should be written in Times New Roman, 12 points, capital letters, plain text font and bold. 

1.6. INTRODUCTION AND PURPOSE 
The purpose of the Introduction is to provide sufficient basic information to allow the reader to understand and evaluate the results of the current study without needing to look at previous publications on the subject. The introduction should also explain the need and rationale for the study. Most importantly, in the introduction, the purpose of the project should be stated briefly and clearly. Source materials should be carefully selected to give the most important background information. Most of the Introduction should be written in simple present tense, as it mainly talks about your problem and established studies on the subject at the beginning of the study. The introduction is the best part to define any special terms and abbreviations you intend to use.
1.7. FOLLOWING SECTIONS
In this section and the next ones, the preliminary information that those who are interested in the project topic should know are presented in an order. The section can be divided into subheadings. For example, 2.1. General Information; 2.2. Theoretic Approaches; 2.3. Literature Review etc. Preliminary examinations, evaluations about the subject are made along with related exercises in this section.
1.8. CONLUSION AND PROPOSALS
Inferences should be clear, precise, consistent with the findings, and striking. Inferences that are not supported by the findings should not be included. If possible, the viability and benefits of inferences should be emphasized. In the light of the results obtained, the situations requiring possible further studies should be explained briefly and together with the reasons.
1.9. REFERENCE/BIBLIOGRAPHY
Resources should be relevant to the subject and as up to date as possible. It is important that the number of source materials is not important. What’s important is their being new. In general, try to use the resources of the last 5 years. Of course, this is not valid for the classical sources. A basic rule in resource use is not to use resource materials that are not available, so an unread resource can never be used.

1.9.1. Citation in Text
Including a piece of text from another source as it is in the thesis is called “citation”. All citations taken without any change must refer to its original source within quotation marks (“…….”); when they are changed, there is no need for enclosing them in double quotation marks. But the reference must be given at the end of the sentence. If the citation is a paragraph, the reference is given at the end of the paragraph. In this case, the paragraph shouldn’t consist of more than 6 -7 lines. When two paragraphs are written consecutively by citing the same source, the source should be cited at the end of both paragraphs. This kind of citation is not preferable. 
      Since the sources should not only be up to date but also include the most important studies (even if they are old), the selection of the source should be done carefully. The ideal number of sources is between 20-40. In-project reference numbers and their order in the bibliography must be strictly consistent. 

       References should be numbered according to the order of occurrence in the text, starting from one (shown in parentheses with the sequence number). Abstracts, unpublished works should not be used as a source. If the article is accepted to be published, it is used with the expression in press. 

       The source number is written next to the author’s name in the text: For example, …. Nusret Fişek (x) ….  If the author is anonymous, it is used in the relevant part of the sentence; if it breaks the integrity of the subject, it is used at the end of the sentence. If more than one reference number is to be given, the numbers are written in ascending order (starting from the smallest one); if one reference follows the other, only the smallest and biggest source numbers are written (1).
1.9.2. Citing in References
In this section, source materials the researcher benefitted from are presented to the reader. The publications used while writing the text of the project must be listed in the References section. In this way, the reader should be able to find a way to reach a source of interest encountered in the text. 

Following source material groups can be beneficial:
· Books, Handbooks 

· Theses

· Articles in Periodical Scientific Journals

· Publications in Specialized Journals

· Papers Presented at Academic Conferences and Published

· Papers Presented at Academic Conferences 

· Patents

· Reports; Standards

· Map etc. 

· The information obtained online
The references used are written in Times New Roman font, 12 points, plain text font with single spacing according to their order in the text starting from 1 (one).
The order of the citation: Source materials must be cited in the references section as follows:
Writer(s), ”Name of the Study”, Source, [ Editor(s) – if there is/are), Publisher, Place of Publication], Year, Volume: Page Range.

Following rules must be followed when presenting references:

a. Names of all authors must appear in the reference part. Avoid using “et al.,” or any kind of name abbreviation unless it is really necessary.
b. Write surnames of authors completely but write only the initials of their names and middle names.
c. Use (.,) to separate the author names; do not use “and” between them.  

d. When using abbreviations of the journal names, choose the ones internationally accepted.

e. No need to present international serial number of the publications such as books etc. but the same rule must be maintained throughout the whole reference list.
General rules for the online references:
1. All the rules valid for the printed source materials are also valid for online references. For example, if the document/resource does not have an author, the entry is made using the source material’s name. If there is no information related to year, its abbreviation “n.y.” is used to indicate that.
2. Place of the publication and publisher information is generally valid for online resources that have a printed version. If specified on the source, this information is added to the references within the framework of the rules applicable to printed resources.
3. Unlike printed resources, online resources must specify the date of access as well as the year of the publication. Access data information is conveyed in detail as follows: Day, month and year.
4. In online resources, the latest update is taken as the publication date. 
5. Website links mustn’t be underlined.
6. When it is necessary to divide the website link into two lines, do not use a hyphen in order not to give the impression that the hyphen is a part of the original address. Do it carefully choosing the most suitable part and do not put a period at the end of the website. 
Examples:
From Periodical Journals:
Surname of the author(s) and the initial of his/her/their name(s) (.) “Name of the article” (,) name of the journal (in its form abbreviated according to Index Medicus) (,) year (,) volume (:) the first and last page (.).

Ex.: Richards AB, Sosin H. “Cancer of the pancreas: The value of radical and palliative surgery”, Ann Surg, 1973, 177: 325 – 331.
From Books: 
Surname of the author(s) and the initial of his/her/their name(s) (.) name of the book (,) volume/edition (,) publishing house (,) place of the publishing house (,) year (:) the first and last page (.).
Ex: Green AB, Brown CD. Textbook of Pulmonary Disease, 2nd ed., London, Silver Books, 1982: 49–52. 
From Book Chapters:
Surname of the author(s) and the initial of his/her/their name(s) (.) “Name of the article” (,) surname of the editor and the initial of his/her/their name(s) (.) name of the book (,) volume/edition (,) publishing house and its place (,) year (:) the first and last page (.).

Ex: Weinstein I, Swartz MN. “Pathogenic properties of invading microorganisims”, Editör: Sodeman WA, Pathologic physiology: Mechanisms of disease, 2nd ed., WB Saunders, Philadelphia, 1974: 457 – 71. 

From the Printed Conference Paper / Book:

Bengtsson S, Solheim BG. “Enforcement of data protection privacy and security in medical informatics”, MEDINFO 92. Proceedings of the 7th World Congress on Medical Informatics, Geneva, Switzerland, 6-10 September 1992, Amsterdam, North-Holland, 1992:1561-1565.
From Theses:
Koca B. Jüvenil idyopatik artritli çocuklarda pnömokok aşılaması (Tez). İstanbul Üniversitesi, Çocuk Sağlığı ve Hastalıkları Anabilim Dalı Uzmanlık Tezi; 2006.
From the Source Materials in Press: 
Lilywhite HB, Donald JA. “Pulmonary blood flow regulation in an aqratic snake”, Science, in pres.
Online Resources - Referencing the web page accessed from the web site:
Surname of the author(s) and the initial of his/her/their name(s) (.) Name of the Web Page. (Year). Website link: http://website. Access: Day Month Year.
Example: 

Gordon C. H, Simmons P, Wynn G. “What it is, and how to avoid it”, (2001),
http://www.zoology.ubc.ca/bpg/Advising/Plagiarism.html. Date of Access: 04 Nisan 2006.
Online Resources – Website:
Website or the name of the institution that published it, (Year), http://website, Date of Access: Day Month Year.
Example: 

Tema Vakfı, (n.y.), http://www.tema.org.tr, Access: 04 Nisan 2006.
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