University of Petra

Thesis Formatting

Introduction

To the Student

The requirements set forth in this booklet apply to the master's thesis. The thesis is a report of original research and scholarly work that is shared with the academic community and is made available to the public. The thesis becomes part of the circulating collection of the University of Petra Library. 

These format standards have been developed by the Deanship of Research and Graduate Studies to ensure a degree of consistency in the written presentation of this research across academic disciplines, and to allow for binding requirements. You have the primary responsibility for both the content and the format of the thesis.

The Deanship of Research and Graduate Studies will not accept theses that do not conform to these guidelines.

To the Major Professor

The written presentation of the student's research is a reflection on you as well as the student and the university. It is your responsibility to see that the quality of the written work meets the highest standards. The Deanship of Research and Graduate Studies is responsible for verifying compliance with format requirements only. You must serve as an editor for content, style, spelling, and grammar.

General Instructions

The main sections of the thesis are the preliminary pages, main body, references, and appendices. 

Layout requirements
Spacing

Double space throughout, with the exception of the title page, approval page, captions, table or figure headings, extensive quotations, footnotes or endnotes, entries in the References section, entries in the Table of Contents, and appendices.

Font

Any standard font is acceptable; however, the same font should be used throughout.  Use a font size of 12. The only allowable exceptions to this font size are captions (not smaller than 9 point) and headings (not larger than 20 point). Use of italics is restricted to foreign words, book or periodical titles, taxonomic names, letters used as statistical symbols or algebraic variables, test scores and scales, and judiciously placed special emphasis.

Margins

ALL pages must have the following: 1.5" left margin (to allow room for binding), 1" top, bottom, and right margins.

Type of Paper

White bond paper, A4 size, with a watermark indicating 25% (or higher) cotton content, 20#-25# weight, is required. Exceptions are allowed only for photographic plates and pocket material.

Overall appearance

The thesis that is submitted to the Deanship of Research and Graduate Studies must be free from errors. All corrections should be made before the final copy is printed. Overstrikes, cross-outs, handwritten additions or corrections, lines from paste-ups, dots or shading in the background, smudges, and use of correction fluid are not acceptable in the final copy.

Printing the final copy

Print on one side of the page only. You may run the required paper directly through a laser or ink jet printer. The print must be sharp and of uniform darkness. Starting with a fresh ink or toner cartridge is recommended. Another option is to print the copy on paper of lesser quality and photocopy it onto the watermark paper. If you use a professional photocopying service, check all pages before paying for the service and leaving the premises. Common problems with photocopying include missing pages, crooked pages, shifted margins, and smudges or spots on the copy.

Use of Copyrighted Material

You are required to obtain permission from the author or publisher to quote extensively from copyrighted material or to use a copyrighted work such as an illustration in its entirety or your work will violate copyright. Permission is usually granted on condition that special acknowledgment is made. If payment is required, it is your responsibility.

Classified Material

The primary intent of the thesis is to communicate the results of your research to the scholarly community. For this reason, your thesis research should not include any information that is restricted.

In cases involving a patent application, an arrangement may be made with the Deanship of Research and Graduate Studies to hold your thesis for a certain period of time before it is transferred to the University of Petra Library.  If you feel that your thesis requires this type of special handling, please have your major professor direct a request to the Deanship of Research and Graduate Studies. 

Multiple Volumes

Any thesis that is thicker than 2" must be divided into multiple volumes. In making this determination, please note that cotton bond paper is thicker than standard printer paper.

1. Each volume should be separated at the end of a major division. 

2. Each volume must have its own title page, all of which are identical except for the designation Volume I, Volume II, etc., which is placed just below the title. 

3. Title pages for Volume II, Volume III, etc., are not counted or numbered 

4. The remaining preliminary pages are part of Volume I only. 

5. Text (including references and appendices) is numbered continuously from Volume I though all subsequent volumes. 

Preliminary pages

Numbering

All preliminary pages are numbered with lower case Roman numerals, centered at the bottom of the page, with the bottom of the number at least 1/2 inch from the edge of the page. The exception is the title page, which is counted but not numbered.

Type and sequence

Title page

Required
The title page is counted but not numbered. Follow the format shown in the sample pages. The name of the degree that appears on the title page (and the approval page) must be on the list of degrees. These are the official names of the degrees awarded by University of Petra. No variations are allowed. The month and year of the awarding of your degree (not the defense or thesis submission) are used as the date. Degrees are awarded three times a year: in June, September, and February.

Approval page

Required
The format of the approval page is similar to that of the title page, with the addition of signature lines for the chair (or co-chairs) of the thesis committee. Follow the format shown in the sample pages.

Abstract

Required
The abstract is a succinct summary of the thesis. It contains a brief description of the problem, a brief statement about the method or procedures used, and a concise account of the findings. Although it may extend beyond one page, the abstract should not exceed 350 words. Follow the format shown in the sample pages.  The supervisors should sign at the end of the Abstract page.
Copyright page

Optional
You may include this page even if you will not be formally registering for copyright. The format is shown in the sample pages. If the copyright symbol is not available in your word processing software, it may be drawn by hand. This is the only allowable handwritten item.

Dedication

Optional
This section may be combined with acknowledgements. Center the text horizontally on the page. There is no heading on this page.

Table of Contents

Required for all except creative works.
The Table of Contents lists all sections that follow it (with the exception of an epigraph or frontispiece and the vita). Chapter or section titles, and primary and secondary subdivisions should be listed exactly as they appear in the text, along with page numbers. Type TABLE OF CONTENTS centered at the top of the page, double space and begin the entries. Single space within entries, and double space in between entries. Figures and Tables are listed separately.

List of Figures

Required if figures appear in the thesis/dissertation.
Includes charts, graphs, illustrations, diagrams, maps, pictures, photographs and other similar non-text items. Include a separate list on a separate page for each type of illustrative material. List the number, caption, and page number of each figure, including any found in the appendices. Figures should be numbered consecutively throughout.

List of Tables

Required if tables appear in the thesis/dissertation.
List the number, caption, and page number of each table, including any found in the appendices. Tables should be numbered consecutively throughout.

List of Abbreviations OR List of Symbols/Nomenclature

Optional, include as necessary
Acknowledgments

Required if permission to reproduce copyrighted material is necessary.
Center the heading ACKNOWLEDGMENTS at the top of the page, double space, and begin the remarks.

Frontispiece (illustration) or Epigraph (quotation)

Optional
The source of the epigraph is listed below the quotation, but is not listed in the bibliography unless it is also cited in the main text.

Main Body

Page Numbering

Beginning with the text of the thesis, the page numbering changes to Arabic numerals, placed in the lower, right-hand corner, with at least 1/2" clearance from each edge. The first page of the main text restarts the pagination sequence, and is page 1. All subsequent pages, except the multiple volume title pages, are numbered throughout the thesis, including cover pages, tables and figures, references, appendices. Allow at least one double space between the page number and the first line of text on each page.

Divisions and subdivisions - Style Manuals

Consult with your major professor about which style manual is most appropriate for publications in your discipline. Whatever style is chosen, it must be followed consistently throughout. However, format or organizational requirements that are specified in this booklet supersede those stated in the style manuals.

A heading or subheading should never appear at the bottom of a page without at least two lines of text under it.

Tables and Figures

Margins

All illustrative materials must maintain the same margins as the rest of the thesis.

· 1.5" left margin 

· 1" top, bottom, and right margins 

Legibility

All illustrative material must be large enough to be easily read, including printouts from statistical programs and spreadsheets. It may be necessary to enlarge a series of tables or figures and place them on separate pages. Minimum font size is 9.

Placement within text

Figures and tables should be placed close to their reference within the text, preferably on the same page. Alternatively, they may be placed at the end of each chapter. Whatever method is chosen, it should be followed consistently throughout. Since no further editing is done once the thesis is submitted, the instruction "Insert Table/Figure X Here" is not acceptable.

Reference to Tables and Figures

Refer to all tables and figures by number, not by a phrase such as "the following table".

Landscape format

In order to maintain the required page margins for tables or figures, it may be necessary to print them in landscape format. The top margin will now be 1 1/2" and will be the edge that is bound. However, the page number must be placed as though the page was in portrait format and appear in the same location as other pages.

Oversize Pages

In order to maintain the legibility of a group of tables and figures, it may be necessary to place them on an oversize 11" x 17" page. The 11" left edge must have at least a 1.5" margin. Fold the page so that the left and right edges are aligned with the other pages of the thesis. Folds should be at 1.5" from the left side or 1" from the right side to avoid damage to the oversize page in the trimming and binding process. The page number must appear in the same location as other pages.

Figure Captions

If space permits, the caption should appear on the same page as the figure. Font size must not be smaller than 9 point.

Use of Color

You may use color in illustrations, but keep in mind that the thesis will be microfilmed in black and white. Please use labels, patterns, or symbols as keys to graphs, maps, etc., rather than color.

Photographs

Scanning is the preferred method for including photographic illustrations in the thesis. If photographic plates are used, have them produced on a lightweight stock. Captions and page numbers may be typed directly on the plate. Include the plates in the pagination even if you cannot place a page number on them.

References and Bibliography

Your Bibliography (or References) section contains a list of all literature cited in the text of your thesis using The Harvard Scientific method of citation is where you reference the authors last name(s) and the year of the publication whenever that source is referenced in your thesis. These references are then listed in your References section in alphabetical order by the last name of the primary or first author listed on each paper.

Examples of Harvard Scientific Method of Citation within the Text:

The system of citation used in science is not the same as that used in English and History and other areas of the humanities. Citation in science does not use a system of footnotes. Instead the author's name and the year of publication are used to identify the source. For example:

Spectacled bears exploit a near cosmopolitan range of habitat types that provide the animal with a wide variety of foods (Peyton, 1980, 1981).

The meaning of "important habitat component" was defined by Jonkel (1983) as a unique vegetative . .

. .

Sampling methods for classification systems based exclusively on understory species (Bharucha, 1956; Webb et al., 1940) .. . . trees of commercial value (Haig et al., 1956), and trees with a girth greater that a certain critical value (Ashton, 1964; Austin and Greig-Smith, 1968; Austin et al., 1972; Poore, 1968) were thus not

suitable . . .

Note that when the author is referred to by name, the date is given in parenthesis after his or her name. Also note that if there are several papers by the same author that are being referenced the dates are listed and separated by a comma. When several different papers are referenced, they are referenced in the order they appear in the References section and separated by semi-colons. When a paper has three or more authors, it is cited as using the first author's name only and the abbreviation et al. For example (Smith et al., 1959), the abbreviation, et al. is for the Latin phrase meaning "and others." This should cover the major points of citation for this method. Look at several papers in biological journals and see how the citations are made in the text. Consult McMillan (1997) or a copy of the CBE Style Manual for other specific examples of citations from books, symposia, personal communications.

Examples of References 
For an original paper (Primary source)

Ashton, P. S. 1984. Ecological studies in the mixed Dipterocarp forests of Brunei State. Oxford Forestry Memoirs, No. 25, Claredon Press Oxford, 74 pp.

Austin, M.P., and Greg-Smith, P. 1968. The application of quantitative methods to vegetation survey II. Some methodological problems of data from rain forest. J. Ecol., 56:827-844.

Anthony, R. G., and Smith, N. S. 1977. Ecological relationships between mule deer in southeastern.  Arizona. Ecol. Monogr., 47:255-277.

Brown, J. H. 1975. Geographical ecology of desert rodents. Pp. 315-341. in Ecology and evolution of communities (M. L. Cody and J. M. Diamond, eds.). Belknap Press, 

Cambridge, Massachusetts, 545pp.

Cameron, G. N. 1971. Niche overlap and competition in wood rats. J. Mamm., 52:288-296.

For a text book or reference book (Secondary source)

Barbour, M. C., Burk, J. H and Pitts W. D.. 1980. Terrestrial Plant Ecology. Benjamin Cummings Publ. Co., Inc. Menlo Park, California. pp. 179, 181, 191-192.

Cain, S. A. and De O. Castro, G. M. 1959. Manual of vegetation analysis. New Harper, New York, 325, pp. 3-10.

Mettler, L. E. and Gregg, T. G. 1969.  Population genetics and evolution. Prentice-Hall, Englewood Cliffs, New Jersey, 212pp.

Appendices

Many theses will not need this section. Material that supports the research, but is not essential to an understanding of the text, is placed in the appendices. Examples include raw data, extensive quotations, and survey or test instruments.

Appendices should be designated A, B, C, etc. If there is only one appendix, it is simply called Appendix, not Appendix A. Each appendix and its title (for example, Appendix A, Raw Data for Time-to-Degree) are listed in the Table of Contents. A separate display page, giving the appendix designation and title, may precede each appendix. If used, the page number of the display page is the one listed in the Table of Contents.

All material included in the appendices must meet minimum font and margin requirements.

Compact Discs

Compact discs may be included with the thesis. It is important that the thesis be understandable even without the information contained on the CD.

Two copies of each disc must be submitted. Each disc must be labeled with your name, degree, graduation date, thesis title, and University name (UNIVERSITY OF PETRA). The discs must be secured in an envelope or case.

Include a concise written description of the contents. State the type of file format(s) and include the number of each type of file. Finally, state the software and/or hardware needed to read/view the files on the disc.

For example:

· CD-ROM contains 18 PDF (Adobe) documents. 

· CD-ROM contains 33 TIFF images of source documents examined. 

· CD-ROM includes 12 Microsoft Word documents and 78 digitized color images of maps in JPEG format. 

Information to include with my CD-ROM(s)

· Student Name 

· Document type(s) and number of each type 

· Software and/or hardware needed to view files on disc 

Checklist for thesis submission

Bring to the final appointment:

1. One copy of the approved, signed, correctly formatted thesis. Your major professor signs in two places: the approval page and the abstract. 

2. If you would like a personal bound copy of your thesis, provide one additional copy of the above. Any paper quality is acceptable for this copy. 
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