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PREFACE

The purpose of this thesis writing guideline is to clarify, simphiiyd promee excellence

in Bachelod ,aMlastets, andPhD thess writing and presentation. This guideline describes
the important requirements for méining the uniformityof these thesest Epoka
University.

Recommendations are most welcome. Secommendatianwill be evaluated annually.
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1.INTRODUCTION

This guidedescribes the style and format regulatiimmguide Epoka University students in
prepaing a satisfactor thesisor dissertation.To be accepted by Epoka University, thesis

or dissertatioimanuscriptsnustfollow these guidelines



2. GENERAL GUIDELINES AND PARTS OF THE THESIS

All theses must be prepared electronically by using a word processor, aplariguage

(e.g. LaTeX) andif neededdrawing or graphics software.

All tables, figures and formulas should be electronically generated by aswgrd
processor or relevant software. Figures that cannot be generated electronically should be
manually dravn subject & technical drawing principlegll tables andfigures should be

cited within the main body of the thesis.

Laser or inkjet printer outputs are required. All print must be in permanent black ink and

must appear on only one side of the paper.

No ink corrections, strikeovers, correction fluid, correction tape, pgse insertions
between lines, or letterset are permitted on the final bound copies. If any corrections are
needed, they should be made on the original manuscript and the cor@gésdnpust be

reprinted before making copies of the thesis.

Every thesis should include three main parts or divisions: the preliminary pages, the body,

and the reference material.

The thesis should be written in Engligixcept for tbse in tle degree prgrams offered in

the Albanianlanguage



3. FORMAT AND APPEARANCE

3.1 Paper Quality and Duplication

All copies of the thesishouldbe printed on good quality, preferably atide, white
paper, of 80 g/ measuring 210 by 297 mm (A4). Only singided copies will be

accepted.

3.2 Margins and Justification

The left margin (bmding side) should b80 mm and the right, topand bottom margins
should be25 mm. All footnotes, headings, page numbers, text, taldesillustrations
shouldbewithin the® margins.

No abbreviations or acronyms should be usedhe headings and in the text of the

preliminary pages. The headings should be center justified.
3.3 Font

A conventional font typepreferably Times New Roman, size-p8int, should be used
consstently throughout the manuscript. Bdhce letters symbolsand italics should be

used sparingly throughout the thesis.

Font size of the footnotes must be 10 points. Font size of figure captions and table
headings must be 12 points. Font size of chiaradn tables and figures can be reduced
down to10 points if space limitations make it imperative. When necessary, for example in

large volume theses, all the font sizes indicated above can be reduzpdibtg.



3.4 Spacing

The thesis should bggedwith oneand-a-half-line (1.5) spacing Tables, long quotations,
footnotes, endnotedibliographies, references and bibliography (except between entries),
headings or subheadings, multiline capticarsd algorithms(pseudecodes, software

programs) sbuld besinglespaced

3.5 Paragraph Formatting

Each paragraph should start from the left marginthneke line spaceg2 x 1.5) distance

from the preceding paragrapgha paragraph isplit between pages, at least two lines of a
paragraph must appedogether at the top or bottom of a page. All headings and
subheadings must be followed by at least two lines of a paragraph before a page break.

Algorithm descriptions (pseuemdes, software program codes) should be written in
single spacing using a mo-spaced font type as a separate paragraphnaeated in its

entirety at 10 mnfrom the left margin.



3.6 Pagination

Tablel.1

Order of Appearance anéPagination.

Front cover (bind) *kk
Inside cover (title page) *kk
Approval page Page i *x
Abstract Page it *
Acknowledgements é *
Table of Contents é *
List of Tables é *
List of Figures é *
List of Symbols é *
List of Abbreviations é *
Introduction 1+ *
Main body of the thesis é *
Conclusion é *
References é *
Appendices é *
Curriculum Vitae e *

*** - No page number
** - Number does not appear on the pa

* ;. Number appears on bottom center

The title of the thesis amabstract pages should not include table, figure, boldface, italics,
chemical or mathematical fmulas, symbols, subscripts superscripts, Greek letters

other nonstandard abbreviations or characters

All pages, except for dside and inside cover pagshould benumberedcentrally

Prelimnary pages (such approval pageabstract,acknowledgemsts, table ofcontents,

list of tables,list of figures,list of symbols, andlist of abbreviations) should use lower

case Roman numerals (i, i, P, €. ). St art
Al ntroductionodo sectieomMr,abal!l nonmeabat s ¢Houl2
with Al10 and should be consecutively appl i

last page, including the pages containing illustrations, tables, figures, and photographs.



3.7 Multiple Volumes

If a finished manuscript exceeds 50mmn thickness it must be bound in two or more
volumes, each limited to6mm in thickness, too. All volumes must be numbered
consecutively, using capital Roman numerals. Each additional volume must contain a title
page. Title pags should be identical except for the notation Volume I, Volume I, etc., just

below the title to differentiate the volumes.

Both the Roman and the Arabic numbering systems used in Volume | should continue
through Volume Il. As with the title page of Vohe I, that of Volume Il counts among the
preliminary pages but does not bear a number. If "iv" is the last Roman numeral used in
Volume |, for example, the title page of the second volume will count as page "v" and will
be followed by preliminary pages "yi"vii", etc. Each volume must contain a complete
table ofcontents]ist of tables list of figures,list of symbols andlist of abbreviations.

3.8 Front Cover and Binding

All master's theses are to be boundiank blue cloth. All doctoral theseseto be bound
in black cloth. A bound copy of the thesis should measure 215 by 285 mm. &uf titk
thesis should appear 60 minom the top of the coveilhe text on the cover should be

printed insilverink so that it is visible against the dark baakgnd color.

See Appendix A for an example of the front cover and the spine.



4. WRITING THE PARTS OF THE THESIS

4.1 Preliminary Pages

4.1.1 Title Page

The title should be typesinglespaced, all in capitdétters,and should begin 60 mfrom
the bp of the page. The format of the title paayed cover pagencluding spacing and

capitalizationshouldbe exactly as in the saneplitle page shown iAppendix B

4.1.2 Approval Page

A sample approvabage is presented ilppendix C Only the univesity or organization
name shoulde used to indicate affiliation. Academic titles in English are Prof., Assoc.
Prof., Assist. Prof. or simply Dr. for instructors.

4.1.3 Abstract

The objective of an abstract is to give the reader a concise account dfetiie dor
dissertation. The abstract should have three main parts: the statement of the gheblem,
methods used, and the main findinfiss good practice to also incluédecomment on the
significanceor valueof the findingsIt must not excee@50 words for both mastés thegs

and doctoral thes andmust not include references, diagrams, mathematical forpdae

footnotesunless absolutely essential

A sample abstract page is pided inAppendix D
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4.1.4 Acknowledgements

Acknowledgementgontan expressions of appreciation tcetindividuals or institutions

who have helped the author in any way during his/her studies. A sample acknowledgement
page is presented Appendix E

4.1.5 Declaration

The declaratioiorm in Appendix Fshould be filed and signed.

4.1.6 Table of Contents

The table of contents must list the title of each chapter and its parts and sections,
references or bibliography, appendices @nglriculum Vitae(if applicable). The wording

used for all entries in the table ofntents 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 headingfiTable of Contents appears withoupunctuationcentered between the text
margins, ® mmfrom the t@ of the page. The listing of actual contents begins at the left
margin at least5 mmbelow the heading.

A sample table of auents is provided iAppendix G

4.1.7 List of Tables

The list of tables should immediately follow the table of contentsrewapage.

The heading fiList of Tables @ppears centered between tiexts margins, without
punctuation, 60 mnfrom the top of the page; the listing beginshet left margin at least a

oneanda-half-line (1.5) spa@ below the heading.

Each entry shdd have the same number and the same 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

11



full sentence. As in the table of contents, each entry must have leader dots whichitonnect
to its page number.

A sample list of tables igrovided inAppendix H

4.1.8 List of Figures, List of lllustrations , and List of Symbols

If included, listsof figures, illustrations, or symbotaust appear on separate pages and are
governed by theanme rules as the list of tables.sample list offiguresis provided in
Appendix |

4.1.9 List of Appendices

If included, tte list of appendicesnust appear on separate pages and are governed by the

same rules as the list of tabldssample list ofappendicess provided inAppendix J

4.1.10 List of Abbreviations

If included, the list of abbreviationgmust appear on separate pages and are governed by
the same rules as the list of tablassample list ofabbreviationss provided inAppendix
K.

4.2 The Body

4.2.1 Headings

The text, or the main body of a thesis, is divided into multiple chapters to help the reader
betterunderstand the subject matter. Although the detailed organization of the text varies
among academic disciplines, the formatof the text must be consistent throughdaulk.

headings and subheadings should be presented in the same way in each chapter, in terms of
capitalization, placement on type page and kind of type udeaders giving the chapter

number and chapter title aafowed at the top of the pages

12



Chapters are nupered consecutively ilRomanor Arabic numerals and capital letters
(Chapter 1, Chapter 2, etc., or Chapter |, Chapter II, $i#hie chapters may use standard
tittes such adilntroductiord or fiConclusi;,0 they may also be labeled witghort but

substantially descriptive titleBo not titlea chapter aéBody.o0

Only new chapters should begin with a new page. Within a chapter, the presentation of
subsections must be continuous; patrtially filled page®exifare acceptable only on nron

textual pages, such as those presenting tables and illustrations.

Thetitle of thechapter e.g.fiChapter 19 shouldbe written in 14-point font size all bold
capital letters anis centeed between the text margins, 6@nnfrom the top of the page;
the titlg e.g.filntroductiong likewisein 14-point font sizeall bold capital lettersis placed
oneandahalf (1.5) spacs below and is also centered. The text begins at tbase 12-
point fontspa@s(2 x 1.5)below.

Secondlevel headings, firskevel subheadings and secdeglel subheadings must be left
justified, boldfaced andn 12-point font size Secondevel headings should be numbered
as 2.1, 2.2etc. The first letter of each word except conjunctions, proposstiand articles
must be capitéted; although the first letter of a title is always capitalizBédcondevel
heading should be separated from the preceding and succeeding text by a digstaeee of
spaceg2 x 1.5)

Firstlevel subheadings should be nogned as 2.1.1, 2.1.2tc, andshould be separated
from the preceding and succeeding text by a distantleregline spaceq2 x 1.5) The

first letter of each word except conjunctions, propositions and articles must be capital.

Secondevel subheading if needed, should be numbered as 2.1.1.1, 2.Jefc2,and
should be separated from the preceding and succeeding text by a distamee fie
spaceq?2 x 1.5) However, second subheadings should be avoided if possible. No further

subheadings ardlewed.

13



4.2.2 lllustrative Material

lllustrations include drawings, charts, figures, tables, diagrams, plates, and photographs.
These may be insertetbse to the text which refers to them or, as per APA style, after the

reference list.

Table numbes and captions should Hermatted in APA styleabove therespective
illustration; figure numbers and captions shouldfbematted in APA stylebelow the

respectivellustration

lllustrations of onehalf page or less in length may appear on the samevp#géhe text,

separated from the text above and beigwoneanda-half-line (1.5) spaéng.

lllustrations that are too wide to be placed in portrait orientation between tharldft
right-hand margins should be rotated counterclockwise 90 degreestdbehap of the
illustration runs parallel to the leftand margin of the page. In such a case, the whole page
must be reserved only for that illustration. The caption or legend for such an illustration
must also be rotated. When illustrations are preskemnt this manner, the usual margin

requirements remain in effect, and page numbers should appear in their normal place.

lllustrations of any kind must be numbered consecutively, including appendices.
deci mal approach (1.1, the first digit is 3he é€haptedar 1 A.
appendix number, and the digit after the decimal point is the illustration number within

that chapter or appendix) should be used.
lllustrations 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 1.2 (contdédd)" or "Table 1.2 (c

Table headings and figure captions must be in the same font used in the text. The size of

characters in figre captions and table headings must be 12 points.

14



A point size that is easy to read, especially for tables, axis scales, axis titles, legends, and
labels in charts and diagrams must be choBent size of characters in tables and figures

can be reducedown to 8 points if space limitations make it imperative.

Color may be used in figures and photographs as long as duplicate copies are all produced
by color photocopy Photographic illustrations must be originals or welde
photographic copies of theriginals. 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 photogphs 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 photographthe long run.

If audio-visual material (e.g.digital video or sound recordingsetc.) is needed to
accompany and supplement the text, it should be adequately described within the
continuity of the textAudio-visual material should be included on a @bBd submitted

with all copies of the thesis

Computer prirtouts must conform to the margin specifications, must be dark and legible

with high black and white contrast, and must be copied on thaaigy paper.

Samples of table and figufermattingare provided inAppendix LandM, respectively

4.2.3 Formulas

Mathematical and chemical formulas, equations and expressions must be computer
generated using an equation editor or a rugrkanguage. If a reference is made to them,
they must carry a numeal identification. Each equation must be numbered in parentheses
and this must be given next to the right margin. Like illustrations, equation numbers must
have two parts where the first part is the chapter or appendix number, and the part after the
decmal point is the equation nhumber within that chapter or appendix. For instance, 1.1 or
A2

15



4.2.4 Quotations

Short, direct prose quotations of three lines or less should be incorporated into the text,
enclosed in double quotation marks. Prose quotatidrsh exceed three lines should be

set off from the text in single spacing and ingkgl in its entirety at least 10 minom the

left margin, with no quotation marks at the beginning or end.

4.2 .5 Footnotesand Endnotes

Notes may be in the form of foaites, 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 bibliography.

Footnoting practices differ widely among publications in the sciences, humanities, and
social sciences. Candidatstould consult with their departments regarding accepted

footnoting practice in their individual disciplines.

The most common mode of presentation for both footnotes and endnotes is tezatgle
within, and doublespace between, each listing. If pldcd the bottom of a page, footnotes
must be separated from the text by a complete horizontal line 4 mm above the first line of

the footnote.

Arabic numerals, asterisks or small letters should be used for footnotes and endnotes. In
either case, the labaked may appear either above the line or in parentheses even with the
line.

4.2.6 Citations

When citing sources, follow the style dfetPublication Manual of theAPA (American

Psychological AssociatignSamplesof citationsareprovidedin Appendix Q

16



4.2.7 References

All of the references are to be listed at the end of the th&lisited material in the text
should be listed in theeferencesection Similarly, all referenced material should be cited

in the text as well.

The references sectids not assigned a chapter number, but it must have page numbers
written in the same font and point size used for pagination throughout the thesis. The
heading References is centered between the mavgihe®ut punctuation, 60 mifinom the

top of the pagethe list beginghreeline spacs (2 x 1.5)below. Each bibliographic entry

should be singkspaced with double spacing between entries.

4.2.8 Appendices

Some authors may desire to include certain material of the thesis in an appendix rather
than inthe main text. For example, an appendix may contain test forms, detailed apparatus

description, extensive tables of raw data, computer programs, etc.

If the information to be appended requires more than one appeadh should be given a

letter designabn (Appendix A Appendix B etc.). The headinge.g. fAppendix A 0
should appear cemtd between the text margins, 60 nmom the top of the page. Each
appendix has a descriptive title. The font and point size should be same as those used for
chapter tites.

Spacing need not be the same for each of the appendices. Documents and case studies may
be singlespaced, whereas spacing for the explanations of methods and procedures may be

similar to that of the text.

Each appendix with its title must be listedparately in the table of contents, similar to a

chapter.

All appendices must have page numbers written in the same font and point size used for

pagination throughout the thesis.

17



If an appendix contains photocopied material, the photocopies should fablafation

quality.

4.2 .9 Curriculum Vitae

The Curriculum Vitaeis required for both master and doctoral theses. It is a professional,
one or two-paragraph biography of the candidate which includes educational institutions
attended (after high schgpldegrees and honors won, and teaching and professional

experience. It should be short, concise, and written in the third person.

Do not give theCurriculum Vitaea chapter number, but it must have page numbers and be
included as the last item in thebta of contents. Th€urriculum Vitaemust be in the
same font and point size as the rest of the thesis. A e&@uopticulum Vitaeis provided

in Appendix N

18



5. SUBMISSION OF THESIS

The thesis submission rules and procedures vary by degree level.nfyldse found in
the respective degree level regulations in the documents section of the Epoka University
website.

Table 5.1

Options Available to Examination Committee

Accepted The thesis or dissertatios accepted as it is, or is subject to formattil
typographical, spelling corrections. The candidate should submit the

bound hardcover copies of thessertationwithin 30days.

Conditionally Conditionally accepted subject to the conduct of minor modificati
accepted with The candidate should submit the fibaund hardcover copies of the
minor dissertationwithin 30days.

modification

Conditionally Conditionally accepted subject to the conduct ofamaprrections. The
accepted with candidate shall complete his/her corrections within the subsel
major regular semester. The jury will also have to decide-gxamination/re

corrections viva is required.

Rejected The dissertation does not meet the minimum standards requirdelnd
degree.
The student can start work from the beginning on a new topic so as
able to graduate from the said study program within the maximum p

of studies

19



Students should closely consult with their adviser anddbpective regulations for their
study cycle regarding due dates for the graduation project, thesis, or dissertation. Usually,
a student submits his or her work for examination and the examiners provide feedback as
shown in Table 2. If corrections are wvé®gd, the student must submit these corrections
before he or she may graduate. Students should plan sufficient time for each stage of the
examiner review, examination or defense, correction, and final submission process before

graduation.

After approvalof the correctedgraduation projectthesis or dissertation, students are
asked tgprovide three printed and bound copies of their wamld one soft copy of their
work to the Department Mast er 6 s and Ph DploadtaBDFeopytod ar e

their thesis or dissertation to DSpacehdip://dspace.epoka.edu.allhe Department will

retain one printed copy and the soft copy. Of the other two printed copies, one will be
delivered to the National Library of A#lmia and the other will be delivered to the Epoka
University Library.Although the student retains copyright of the thesis or dissertation, the
physical copies submitted to the Department, National Library, and University Library
become property of thosegpective uniteind sections of the thesis or dissertation may be
physically or electronically copied for research purposes and may be quoted with proper
attribution The DSpace repository is an onlipé&atform that will make the thesis or

dissertation pulically available for other researchers.
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