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[bookmark: _Toc181317155]INTRODUCTION
Introduction is the first section to be found in all theses. Following the statement of the literature in the study, the definition of the problem, the topic, purpose, method, and sources of the study should be given together with the hypotheses of the study.
Without making any changes in the main headings, the sub-headings can be written as posited by the department.
The thesis text is written in 12 font size and 1.5 line spacing. Each paragraph should start from the left side with a tab inside, that is, with an indent of 1.25 cm. In the following paragraphs, there is general information about thesis writing.
[bookmark: _Toc181317156]General Information
This guide has been prepared in order to provide a certain standard and to determine the principles and formal qualities to be followed on Master's and Doctorate theses that will be prepared in Turkish Graduate programs in Bolu Abant İzzet Baysal University Institute of Graduate Studies. Authors can apply the diversity embraced in their own disciplines without losing coherence, provided that they adhere to the basic rules outlined in the manual (spelling, cover pages and other similar information). In addition, this guide is a template and authors are expected to write their theses through this template.
 In accordance with the provisions of the Law on the Protection of Personal Data No. 6698, the thesis to be submitted to the institute in the digital format should not contain any explicit personal data or signatures in ink belonging to the author or anyone else
[bookmark: _Toc181317157]Binding
[bookmark: _Hlk143787136]Master's and doctoral theses should be bound using a white paperback. If the number of pages exceeds 200 pages, it can be printed back and front. 
[bookmark: _Toc181317158]Headings
In thesis writing, all main sections should start from a new page. The main heading is written in 14 font size and 1.5 line spacing, in capital letters and centered. The main headings are fixed, and the formal features and contents of the headings should not be changed. There should be a 12nk space between the main heading of the page and the subheading that immediately follows it, if any, or between the main section heading and the paragraph that follows.
The first main heading, along with the number, should be "1. INTRODUCTION”. The first subheading number after the main heading "1. INTRODUCTION” should be "1. 1 Subheading". If there is another subsection of this subheading, it should proceed as " 1.1.1 Subheading". This process should continue numerically in a similar way for all other main sections and their subsections.
If the authors deem it necessary, they can number all definitions, theorems and examples in their theses. In this case, after the Definition, Theorem or Example statements, the first digit should be numbered consecutively, where the second digit is the number of the main heading, the second digit is the number of the subheading, if any, and the last digit is the sequence number within the section. Example: The 4th subheadings of the 3rd sub-section of the 2nd main section should be written as “2.3.4 Definition” in bold font and indented one tab space from the left. There should be one line spacing before and after definitions, theorems, and examples.
[bookmark: _Toc181317159]Writing Subheadings
Subsection headings should be indented one tab from the left, written in 12-point font size, with 1.5 line spacing, bold, and with each word beginning with an uppercase letter. Conjunctions such as 'and/or/with' in subsection headings, if present, should be written in lowercase. After numbering the subsection headings, do not place a period at the end (Example: 1.3.1 Writing of Subsection Headings).
Subsection headings should not be written as the last line of a page. In such cases, the heading should appear on the next page. 
If there are unnumbered subheadings between subsection headings, they should be centered, in bold and italic, 12-point font size, and without any punctuation at the end.
To write a second-level subsection heading, select the 'HEADING 2' style from the styles section. For example, if you want to write the first subsection heading in the '2. MATERIALS AND METHODS' section as '2.1 Tools Used,' simply type 'Tools Used' on the line where you want the heading to appear and then select the 'Heading 2' style from the styles section, without assigning a number.	 
To write third-level subsection headings, select the 'Heading 3' style from the styles section. For example, if you want the first third-level subsection heading in the '1. INTRODUCTION' section to be '1.1.1 Example Third-Level Subheading,' type 'Example Third-Level Subheading' on the line where you want the heading to appear, then select the 'Heading 3' style from the styles section. It will then appear with the desired subsection number, as shown below.
Fourth- and fifth-level subsection headings should follow the same format as third-level headings described above.
To display updated and added headings in the TABLE OF CONTENTS, go to the TABLE OF CONTENTS, right-click anywhere within the table, and select 'Update Field.' In the pop-up window, select the 'Update entire table' option. You will see that the new section or subsection heading is automatically added to the table of contents with its number.
[bookmark: _Toc181317160]Writing Footnotes
[bookmark: _Toc53760615][bookmark: _Toc146186292][bookmark: _Toc146186483]Footnotes could be preferred as intratextual gloss. The references in this method are numbered within the text, to be written under the straight line at the bottom of the page in order. The numbers are used on the relevant word in the text, but note that no punctuation goes with those numbers. The numbers for the footnotes are organized in ascending order through the thesis. The numbers for footnotes must be written as superscript, in smaller font size. Each footnote is to be placed at the bottom of the relevant page. There must be no space between the footnotes and they must be written in smaller font sizes than the case in the main text. Footnotes must be written in Times New Roman, 10 font size, justified and single space without any indention[footnoteRef:1].  [1:  This paragraph deals with how to use footnotes as intratextual explanations. ] 

Footnotes must not be too long since they explain the content not given in the main text. The numbers for the footnotes are organized in ascending order through the thesis. The numbers for footnotes must be written as superscript, in smaller font size. The footnotes must be placed within the margins of the text, not exceeding the 2,5 cm bottom margins. They must be written in single-space and in 8-10 font size. A straight line (all the way from left to right) must be drawn leaving 1 line space below the main text. The footnote must be written leaving 1 line of space below the straight line.
The first line of the footnote must start with the footnote number with 1 tab in. There must be no space (it must be single-spaced) between the consecutive footnotes. If there are more than one footnotes on a page, they must be written in order of their appearance on the page. Footnotes must not be used as referencing style (except when footnote referencing system is adopted), rather, they should be used only for definitions or specific explanations. 
[bookmark: _Toc181317161]General Writing Plan for Thesis Sections
[bookmark: _Toc53760616][bookmark: _Toc146186293][bookmark: _Toc146186484]All sections of the theses must be written on only one side of white high-grade paper pulp in A4 standard, using a computer with Microsoft Word, Scientific Work Place, Latex or Open Office environment, and printed from a laser printer. In writing, a margin of 4 cm from the left, 3 cm from the right, and 2,5 cm from the top and bottom should be left on each page. In the main text, there should be no syllable division at the end of the lines and the text of the thesis should be in a justified format on both sides. Each paragraph in the main text should start from the left side 1 tab in, that is, with a 1.25 cm indent. A 1.5 line spacing should be used in writing the main text and there should be no space between two paragraphs. Black color should be used when writing the main text.
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Açıklama otomatik olarak oluşturuldu]
[bookmark: _Toc181317177]Figure 1.1. Bolu Abant İzzet Baysal Üniversitesi Logo
When writing the main text, “Times New Roman” type characters should be used in 12-point size. Smaller or larger font characters can be used in tables, formulas, subscripts and superscripts, provided that they are legible. Theses must be written in accordance with the rules stipulated in the Turkish Language Association’s Spelling Guide in terms of spelling and punctuation rules. There should be one character space after punctuation marks. If required, authors can also use italic or bold characters in the text.
[bookmark: _Toc181317182]Table 1.1. Emissions from domestic heating (tons/day).
	PM
	SOx
	NOx
	VOC
	CO

	136,0
	66,0
	13,4
	10,7
	4,40


[bookmark: _Toc181317162]Figures, Photos, Tables and Writing their Explanations
The number and title of a Figure, Picture, or Photo must be placed under the Figure, Picture, or Photo while those of the Tables’ must be written above the Table. While the first digit in the number comes from the main section the Figure, Photo, or Table is inserted in, the second digit in that number refers to the order of that Figure, Photo, or Table within the section. The numbers must be given in ascending order. The numbers given to the subheadings are ignored in numbering the Figures, Photos, or Tables. As an example; the 6th Figure of the 3rd section must be numbered as “Figure 3.6.”. When necessary, the font sizes of the explanations or titles of Figures, Photos, Tables could be changed as long as they are eligible. In writing the title or explanation of the Figures, Photos, or Tables, the second digit must be followed by a dot, which is also to be followed by a character space. Capitalize only the initial of the first word of the explanation, and write all other words in lowercase. The numbering (until the explanations) must be in bold. Example: Figure 3.2. Distribution modes of atmospheric aerosols. The numbers and explanations of Figures, Photos, or Tables must be centered. 
In order to add text to the Figure, Photo, or Table, right click on the Photo and choose the option “Add Photo Text”. The number of the Figure is automatically given in the box. You can add explanations here. Select the expression “Figure 2.1.” and make it bold. Go to the List of Figures for this Figure to appear there. Right-click somewhere on the Table and click on Update Table.
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[bookmark: _Hlk91455335]There must be a 1.5-line space between the Figure, Photo, or Table and the paragraph immediately preceding it. There must be a 12nk space between a paragraph and a Table explanation. There must be a 12nk space between a following paragraph and a Figure, Photo, or Table explanation. There must be a 6nk space between the Figure, Photo, Picture or Table and their explanations. In other words, Table explanations must be placed with 1.5 line spacing, 12nk before and 6nk after. Figure, Photo, or Picture explanations must be placed with 1.5 line spacing, 6nk before and 12nk after.
[bookmark: _Toc181317163]Figures and Tables Continuing on the Next Page
Figures, Photos, and Tables must be centered (or right-aligned based on the author’s choice) and fit in one page if possible (or the next page, at the most). When they exceed 1 or 2 pages, they could be shrunk as long as they are legible, or they could be placed in the APPENDICES section. If a Figure takes longer than 1 page and if it must be given in the main text, they could be given on the next page after they are divided to fit in one page. In this case, with the number and title of the Figure remaining the same, add the word “continued” in parentheses immediately after the number for the Figure continuing on the next page. Example: Figure 3.4. (continued).  If a Table also continues on the next page, the first row (the header row) must be arranged to be the same on the next page. You can follow these steps for this layout: Table Tools     Layout      Repeat header rows.   An example for a Table continuing on the next page is given below:
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	Yıl
	Erkek
	Kadın
	Program Türü
	Uyruk

	2022
	8
	4
	Tezsiz Yüksek Lisans
	T.C.

	2022
	44
	47
	Tezli Yüksek Lisans
	T.C.

	2022
	15
	19
	Doktora
	T.C.

	2021
	4
	6
	Tezsiz Yüksek Lisans
	T.C.

	2021
	103
	109
	Tezli Yüksek Lisans
	T.C.

	2021
	34
	31
	Doktora
	T.C.

	2020
	1
	1
	Tezsiz Yüksek Lisans
	T.C.

	2020
	59
	55
	Tezli Yüksek Lisans
	T.C.

	2020
	12
	13
	Doktora
	T.C.

	2019
	9
	1
	Tezsiz Yüksek Lisans
	T.C.

	2019
	205
	309
	Tezli Yüksek Lisans
	T.C.

	2019
	20
	22
	Doktora
	T.C.

	2018
	10
	2
	Tezsiz Yüksek Lisans
	T.C.

	2018
	71
	104
	Tezli Yüksek Lisans
	T.C.

	2018
	19
	8
	Doktora
	T.C.

	2017
	9
	5
	Tezsiz Yüksek Lisans
	T.C.

	2017
	63
	81
	Tezli Yüksek Lisans
	T.C.

	2017
	13
	14
	Doktora
	T.C.

	2016
	6
	3
	Tezsiz Yüksek Lisans
	T.C.

	2016
	66
	85
	Tezli Yüksek Lisans
	T.C.

	2016
	13
	5
	Doktora
	T.C.


Table 1.2. (continued). BAİBÜ Institute of Graduate Studies Graduation Figures for Turkish Nationals by Year and Program Type
	Yıl
	Erkek
	Kadın
	Program Türü
	Uyruk

	2015
	10
	8
	Tezsiz Yüksek Lisans
	T.C.

	2015
	58
	71
	Tezli Yüksek Lisans
	T.C.

	2015
	17
	20
	Doktora
	T.C.

	2014
	11
	8
	Tezsiz Yüksek Lisans
	T.C.

	2014
	59
	67
	Tezli Yüksek Lisans
	T.C.

	2014
	9
	9
	Doktora
	T.C.

	2013
	14
	8
	Tezsiz Yüksek Lisans
	T.C.

	2013
	50
	49
	Tezli Yüksek Lisans
	T.C.

	2013
	13
	13
	Doktora
	T.C.

	2012
	7
	7
	Tezsiz Yüksek Lisans
	T.C.

	2012
	38
	52
	Tezli Yüksek Lisans
	T.C.

	2012
	8
	9
	Doktora
	T.C.

	1996-2011
	104
	229
	Tezsiz Yüksek Lisans
	T.C.

	1996-2011
	165
	233
	Tezli Yüksek Lisans
	T.C.

	1996-2011
	34
	10
	Doktora
	T.C.


[bookmark: _Toc181317164]General Information About the Ethics Committee
In these involving human subjects, depending on the type of study; Approval is required from one of the Clinical Research Ethics Committee, Non-Interventional Clinical Research Ethics Committee or Human Research Ethics Committee in Social Sciences, and for theses involving animal subjects, the approval of the Animal Experiments Local Ethics Committee is required. If ethics committee permission has been obtained, it is mandatory to specify the date and number of the ethics committee approval decision on the "Ethical Declaration" page. Due to the decision taken by YÖK in line with the Personal Data Protection Law Numbered 6698, the Ethics Committee Approval document should not be included in the appendices.
The Ethics Declaration page will be used as is, in the relevant section above. No text additions will be made in this section, and the name of the ethics committee and the number of approvals will be written in the relevant space only in studies for which ethics committee permission has been obtained. In studies that do not require ethics committee permission, the last paragraph related to ethics committee permission should be removed.
[bookmark: _Toc181317165]General Information About Acceptance and Approval Page
The Acceptance and Approval page following the inner cover page serves as a document indicating that the theses have been successfully defended in front of the jury and that the thesis has the required qualifications.
On this page, starting with the advisor, the titles and names of the other members who will participate in the exam should be written and signed by taking into account their academic seniority. In case of a successful thesis exam, the document signed by the jury members must be added to the thesis after the approval of the Institute Director. A blue ink pen should be used for signatures.
[bookmark: _Toc181317166]Equations
When writing equations, 1 line spacing should be used and the page should be centered. There should be a space of 1.5 line spacing between the equations and the text. Equations should be numbered consecutively in each main section (with the first number being the main heading number), starting from "1", regardless of subheading numbers, and this number should be written aligned to the right of the page within parentheses. Example: The 5th equation of Chapter 2 should be written in the form (2.5).
Long equations that do not fit on a single line can be divided at appropriate places by the author. In this case, there should be 1 line spacing between the lines, and the equation number should be in the last line of the equation. References to equations in theses should be as in the example given below.
Example: The results given in the table were calculated with the help of equation (2.5).
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[bookmark: _Toc181317167]MATERIALS and METHOD
In this section, the materials used to complete the research, their preparation and properties should be explained. In addition, all methods used in the research should be clearly and explicitly stated. If the authors wish, they can simply refer to the literature to explain some well-known classical methods. However, if there is an innovation or change in the method used compared to what is known, these parts should be explained in detail. Additionally, any statistical method or methods used in the evaluation of the data should also be stated in this section. Subheadings may be used when necessary (e.g., Data Collection Tools, Data Analysis, etc.) to create a clearer narrative.
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