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Introduction

• Your thesis or dissertation must be formatted 

according to the standards of the Institute of the 

Graduate Studies and Research (IGSR).

• The purpose of the format checking is to help 

Master and Ph.D. students to prepare their thesis 

for submission to the IGSR, library and 

department.
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Why do we need thesis formatting?

• Formatting is required by the university regulations to standardize every thesis 

according to a general format.

When do I need to do format checking?

• Before thesis defense; preliminary format check,

• After the defense and before binding; complete thesis format check,

• After binding; both hard copy (bindings) and soft copy (PDF) format check.

How do I submit my thesis to the IGSR after binding?

• All signatures, except the signature of the director of the IGSR is acquired,

• PDF version of your thesis in a single file put into 2 CDs/DVDs

• 3 copies of the “Thesis/Dissertation Duplication and Publication Approval 

Form”, signed by you and your supervisor (wet signature).

Frequently Asked Questions
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• Bring a hard copy of your thesis to the Institute of

the Graduate Studies and Research for format

checking.

• Digital (soft) copies are not suitable for format

checking.

• The reason is that the printing issues which cannot

be observed in the soft copy might create problems

for the bounded version.

Reminders
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Formatting and Appearance

• Paper

Paper size must be A4

Print quality must be acceptable

Print in actual size without shrinking to fit the printer margins

• Text

• General text, 

Size: “12” points

Fonts: Only “Times New Roman”

Alignment: Justified

• Font size must be consistent according to the guidelines

• Language must remain consistent

• Text color is black for the whole thesis

• Single sided print is required
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• Margins

• Top: 2.5 cm (0.98″)

• Bottom: 2.5 cm (0.98″)

• Left: 4 cm (1.58″)

• Right: 2.5 cm (0.98″)

Page Format and Appearance
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• Margins

• Top: 2.5 cm (0.98″)

• Bottom: 2.5 cm (0.98″)

• Left: 4 cm (1.58″)

• Right: 2.5 cm (0.98″)

• Page Size

• A4

Page Format and Appearance
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Thesis Title

• 18 pt, Times New Roman, Bold

• Line Spacing: Single

• Centered

• Initial Capital

Name and Surname

• 16 pt, Times New Roman, Bold

• Centered

• Initial Capital

Text

• 14 pt, Times New Roman

• Line Spacing: Single

• Centered

• Thesis Defense date (Month & Year)

• There is no written page number

Cover Page 2.5 cm

2.5 cm

2.5 cm4 cm

*pt (point) 
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Cover Page

Thesis Title

• 18 pt, Times New Roman, Bold

• Line Spacing: Single

• Centered

• Initial Capital

Name and Surname

• 16 pt, Times New Roman, Bold

• Centered

• Initial Capital

Text

• 14 pt, Times New Roman

• Line Spacing: Single

• Centered

• Thesis Defense date (Month & Year)

• There is no written page number

*pt (point) 
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Cover Page

Thesis Title

• 18 pt, Times New Roman, Bold

• Line Spacing: Single

• Centered

• Initial Capital

Name and Surname

• 16 pt, Times New Roman, Bold

• Centered

• Initial Capital

Text

• 14 pt, Times New Roman

• Line Spacing: Single

• Centered

• Thesis Defense date (Month & Year)

• There is no written page number

*pt (point) 
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Cover Page

Thesis Title

• 18 pt, Times New Roman, Bold

• Line Spacing: Single

• Centered

• Initial Capital

Name and Surname

• 16 pt, Times New Roman, Bold

• Centered

• Initial Capital

Text

• 14 pt, Times New Roman

• Line Spacing: Single

• Centered

• Thesis Defense date (Month & Year)

• There is no written page number

*pt (point) 
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Cover Page

Thesis
defense
date

Thesis Title

• 18 pt, Times New Roman, Bold

• Line Spacing: Single

• Centered

• Initial Capital

Name and Surname

• 16 pt, Times New Roman, Bold

• Centered

• Initial Capital

Text

• 14 pt, Times New Roman

• Line Spacing: Single

• Centered

• Thesis Defense date (Month & Year)

• There is no written page number

*pt (point) 
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Cover Page

Thesis Title

• 18 pt, Times New Roman, Bold

• Line Spacing: Single

• Centered

• Initial Capital

Name and Surname

• 16 pt, Times New Roman, Bold

• Centered

• Initial Capital

Text

• 14 pt, Times New Roman

• Line Spacing: Single

• Centered

• Thesis Defense date (Month & Year)

• There is no written page number

*pt (point) 
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High Order Accurate Approximation of the First and Pure 

Second Derivatives of the Laplace Equation on a Rectangle and 

a Rectangular Parallelepiped

Thesis Title Examples:

Characterization of Volume Change, Strength and 

Durability of Landfill Liner Materials with Inclusions of 

Industrial By-products

Students’ and Instructors’ Attitudes towards Peer Teaching 

Component in ELT Courses

18 pt

Times New Roman, 

Bold

Line Spacing: Single

Centered

First letter of every word is capital.

Exceptions are articles, coordinating 

conjunctions, and prepositions. 

(a, an, the, to, etc.)
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• Text

• 12 pt, Times New Roman

• Line Spacing: Single

Approval Page

• Examining Committee

• Line Spacing: Double

• All participating jury members 

should be included.

• The order of the committee 

members is first based on the 

title and then surname.
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1. Prof. Dr. Aghamirza Bashirov

2. Assoc. Prof. Dr. Derviş Subaşı

3. Asst. Prof. Dr. Arif Akkeleş

1. Prof. Dr. Cahit Adaoğlu

2. Prof. Dr. Eralp Bektaş

3. Prof. Dr. Hatice Jenkins

1. Prof. Dr. Mustafa Gazi

2. Prof. Dr. Elvan Yılmaz

3. Asst. Prof. Dr. Mehmet Uygur Garip

Asst. Prof. Dr. Xxxx Xxxx

Assist. Prof. Dr. Xxxx Xxxx

Examples of Examining Committee List:
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Thesis Cover and Signature Page templates are available at:

grad.emu.edu.tr/en/academic-issues/thesis
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• Paragraph

Alignment

• Justified

Indentation, 

• Left: ‘0’ cm

• Right: ‘0’ cm

• Special: none

Spacing

• Before: ‘0’ pt

• After: ‘24’ pt

• Line Spacing: Double

Paragraph Formatting

Style 1:

*pt (point) 
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• Indentation

The first Line of every paragraph 

must have a visible indentation.

Left: ‘0’ cm

Right: ‘0’ cm

Special: First line

Paragraph Formatting

Style 2:

• Spacing

There is no 24 pt space 

between paragraphs.

Before: ‘0’ pt

After: ‘0’ pt

Line Spacing: Double

Alignment: Justified
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Abstract Page

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified

• 250-300 word limit.

• Page number is centered at the 

bottom of the page and starts 

from page iii (small Roman 

numeral).
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Abstract Page

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified

• 250-300 word limit.

• Page number is centered at the 

bottom of the page and starts 

from page iii (small Roman 

numeral).

24 pt, Double Space

24 pt, Double Space
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Abstract Page

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified

• 250-300 word limit.

• Page number is centered at the 

bottom of the page and starts 

from page iii (small Roman 

numeral).
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Öz

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified

• 250-300 word limit.

• ÖZ is the Turkish translation of

the Abstract
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Öz

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified

• 250-300 word limit.

• ÖZ is the Turkish translation of

the Abstract

24 pt, Double Space

24 pt, Double Space
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✓ optional

Title

• 16 pt, Times New Roman, 

Bold

• Line Spacing: Double

• Center

• Title can be omitted

Content

• Font style and size are 

optional

• Can be placed in the middle 

of the page

Dedication
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Acknowledgment

✓ optional

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified

• Not more than one page
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Acknowledgment

24 pt, Double

Double

Space

✓ optional

Title

• 16 pt, Times New Roman, 

Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified

• Not more than one page
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Table of Contents

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified alignment

Content levels

• For subsections:

▪ First subsection (TOC 2):

Left indent: 0.3 cm

▪ Second subsection (TOC 3) :

Left indent: 0.9 cm

▪ Third subsection (TOC 4) :

Left indent: 1.8 cm
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Table of Contents

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified alignment

Content levels

• For subsections:

▪ First subsection (TOC 2):

Left indent: 0.3 cm

▪ Second subsection (TOC 3) :

Left indent: 0.9 cm

▪ Third subsection (TOC 4) :

Left indent: 1.8 cm

Double Space
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Table of Contents

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified alignment

Content levels

• For subsections:

▪ First subsection (TOC 2):

Left indent: 0.3 cm

▪ Second subsection (TOC 3) :

Left indent: 0.9 cm

▪ Third subsection (TOC 4) :

Left indent: 1.8 cm

S
m

a
ll 

R
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m
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m

e
ra

ls
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Table of Contents

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified alignment

Content levels

• For subsections:

▪ First subsection (TOC 2):

Left indent: 0.3 cm

▪ Second subsection (TOC 3) :

Left indent: 0.9 cm

▪ Third subsection (TOC 4) :

Left indent: 1.8 cm
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Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified alignment

List of Tables
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Title
• 16 pt, Times New Roman, Bold
• Line Spacing: Double
• Space after: 24 pt
• Center

Content
• 12 pt, Times New Roman
• Line Spacing: Double
• Justified alignment

✓Table numbers can be 
presented in two styles

* In Style 2, the table number 
resets to 1 at the beginning of each 
chapter

List of Tables

Style 2*:

Style 1:

24 pt, Double

24 pt, Double
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List of Figures

Title

• 16 pt, Times New Roman, Bold

• Line Spacing: Double

• Space after: 24 pt

• Center

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Justified alignment
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Style 2*:

Style 1:

24 pt, Double

24 pt, Double

Title
• 16 pt, Times New Roman, Bold
• Line Spacing: Double
• Space after: 24 pt
• Center

Content
• 12 pt, Times New Roman
• Line Spacing: Double
• Justified alignment

✓Figure numbers can be 
presented in two styles

* In Style 2, the Figure number 
resets to 1 at the beginning of each 
chapter

List of Figures
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Title

• 16 pt, Times New Roman,

• Bold

• Line Spacing: Double

• After: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Symbols and abbreviations are 

sorted based on alphabetic 

order, or the order of 

appearance

• The definitions must be aligned 

in one column in front of the 

symbols or abbreviations

Symbols and 

Abbreviations
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Double

Space

24 pt, Double

Title

• 16 pt, Times New Roman,

• Bold

• Line Spacing: Double

• After: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• Symbols and abbreviations are 

sorted based on alphabetic 

order, or the order of 

appearance

• The definitions must be aligned 

in one column in front of the 

symbols or abbreviations

Symbols and 

Abbreviations
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Thesis Body Pages
Chapter

• 16 pt, Times New Roman, Bold
• Line Spacing: Double
• After: 24 pt
• Centered

Main Title
• 16 pt, Times New Roman, Bold
• Line Spacing: Double
• After: 48 pt
• Centered
• All Capital Letters

First Subsection Titles
• 14 pt, Times New Roman, Bold
• Line Spacing: Double
• Justified

Second and onward Subsection Titles
• 12 pt, Times New Roman, Bold
• Line Spacing: Double
• Justified

Body Text (Style 1)
• 12 pt, Times New Roman
• Line Spacing: Double
• Justified

24 pt, Double

24 pt, Double

48 pt, Double

0, Double

0, Double

0, Double
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Thesis Body Pages
Chapter

• 16 pt, Times New Roman, Bold
• Line Spacing: Double
• After: 24 pt
• Centered

Main Title
• 16 pt, Times New Roman, Bold
• Line Spacing: Double
• After: 48 pt
• Centered
• All Capital Letters

First Subsection Titles
• 14 pt, Times New Roman, Bold
• Line Spacing: Double
• Justified

Second and onward Subsection Titles
• 12 pt, Times New Roman, Bold
• Line Spacing: Double
• Justified

Body Text (Style 2)
• 12 pt, Times New Roman
• Line Spacing: Double
• Indentation: First Line
• Justified

24 pt, Double

48 pt, Double

0, Double

0, Double

0, Double

First Line 

Indentation
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CHAPTER 2

CHAPTER II

Chapter II

Literature Review

2 LITERATURE REVIEW

Some Common Mistakes

Chapter 2

LITERATURE REVIEW
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In-paragraph quotations
• Any direct quotations with less than 3 lines or 40 words should be 

incorporated within the current paragraph inside double quotation marks.

Direct Quotations
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Quotations with more than 3 lines 

or 40 words:
• 12 pt, Times New Roman

• Line Spacing: Single

• Justified

• Left indentation: 1.27 cm

• After: 36 pt (Style 1) 12 pt (Style 2)*

*Paragraph style

Single 

Spaced,

After: 36

0, Double

Direct Quotations
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Figures

24 pt, Double

24 pt, Double

Figure Placement and Title
• Centered

• Before: 24 pt

• After: 24 pt

• Title Placement: Under the Figure

• 12 pt, Times New Roman

• Line Spacing: Single
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Figures

24 pt, Double

24 pt, Double

Figure Placement and Title
• Centered

• Before: 24 pt

• After: 24 pt

• Title Placement: Under the Figure

• 12 pt, Times New Roman

• Line Spacing: Single

24 pt, Double

24 pt, Double
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31

Table Placement and Title
• Line Spacing: Single

• Centered or Justified

Table Title

• Above the Table

• 12 pt, Times New Roman

• Justified at the edge of the table

• Line Spacing: Single

Tables

24 pt, Double

24 pt, Double
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Table Placement and Title
• Line Spacing: Single

• Centered or Justified

Table Title

• Above the Table

• 12 pt, Times New Roman

• Justified at the edge of the table

• Line Spacing: Single

Tables

24 pt, Double

24 pt, Double
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Horizontal Pages (A4)

• Format of the title and placements are the same as normal Table and 

Figures. No page number is required for horizontal pages.

Margins

Tables & Figures

2.5 

cm
2.5 

cm

2.5 cm

4 cm

• Top: 4 cm

• Bottom: 2.5 cm

• Left: 2.5 cm

• Right: 2.5 cm

2.5 

cm

2.5 

cm

2.5 cm

4 cm
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References

Title

• 16 pt, Times New Roman,

• Bold

• Line Spacing: Double

• Space After: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• After: 24 pt

• Alignment: Justified

• Indentation: Hanging

• References can be formatted 

in two styles

Hanging 

Indent
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References

Title

• 16 pt, Times New Roman,

• Bold

• Line Spacing: Double

• Space After: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• After: 24 pt

• Alignment: Justified

• Indentation: Hanging

• Style 1: sorted and numbered 

based on the order of the 

appearance

24 pt, Double

24 pt, Double

Double Space

Double Space

24 pt, Double

Style 1:

Hanging 

Indent
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References

Title

• 16 pt, Times New Roman,

• Bold

• Line Spacing: Double

• Space After: 24 pt

• Centered

Content

• 12 pt, Times New Roman

• Line Spacing: Double

• After: 24 pt

• Alignment: Justified

• Indentation: Hanging

• Style 2: Ordered alphabetically

24 pt, Double

Double Space

Double Space

24 pt, Double

Style 2:

Hanging 

Indent
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Title

• 16 pt, Times New Roman

• Bold

• Centered (horizontally and 

vertically)

• Use APPENDIX if you have 

only one appendix

• Use APPENDICES if you have 

multiple appendices as 

Appendix A, Appendix B etc.

Appendices

Cover Page
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Appendix Pages

Appendix A: Appendix Title

or

Appendix 1: Appendix Title

Title

• 14 pt, Times New Roman

• Bold

• Justified
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Binding Front Cover

Master Ph.D.
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Binding Side Cover
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Thesis formatting samples are available at:

https://grad.emu.edu.tr/en/academic-issues/theses
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Further Reminders

“Thesis Duplication and Publication Approval Form”

(Can be downloaded from the IGSR website, in the Forms Section.)
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Further Reminders

“Thesis Duplication and Publication Approval Form”

(Can be downloaded from the IGSR website, in the Forms Section.)
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Institute  of  Graduate  Studies  and  Research

http://grad.emu.edu.tr

http://www.apple.com/tr/

