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1. INTRODUCTION
Every graduation project report (GPR) accepted for an undergraduate degree should be a mature piece of original research. Just as the research must be precise and complete to meet academic standards of your undergraduate program, the presentation of that research must be equally precise and complete to meet the standards of relevant faculty.

The purpose of guidelines presented here is to ensure that every GPR which will carry the name of Piri Reis University meets the same high standards of presentation in terms of all pertinent physical properties, including format, as well as paper and print quality. These standards are undergraduate standards of Piri Reis University (PRU) and are applied consistently to all GPR’s conducted in all undergraduate programs at PRU. The current guidelines specified by this manuscript and the “style manual” relating to other sections not specified in this manuscript, which is agreed upon by the student and the advisor or specified by the candidate’s major department, will be strictly adhered to throughout the thesis.

1.1. General Guidelines

All GPR’s must be prepared electronically by using an appropriate word processor and drawing software. It is also required to submit an electronic copy of every thesis to the PRU Library. It is important that you read and understand the guidelines presented here before the preparation of your GPR. 
Do not use previously approved GPR’s as a guide to the preparation of your own manuscript unless it exactly meets the current guidelines. The current guidelines will be enforced. 

For any and all instances not explicitly covered by this manual, a written approval of the faculty must be obtained.
1.2. Classified Material

The release of a GPR containing classified material to the public can be restricted by the decision of the Executive Committee of the Maritime Faculty upon a joint application of the candidate and his/her GPR supervisor. The length of such a classified period is one year at most. However, it may successively be extended through a similar process each time.
1.3. GPR’s Containing Potentially Patentable Information

If your GPR contains potentially patentable information, you may request a maximum duration of 90 days hold on the release of your GPR to the public. If this request is accepted by the Executive Committee of the Maritime Faculty, your GPR will not be released to the public during this period. The hold period begins immediately after the official graduation date.
1.4. Referencing The Previous Work of Others and Plagiarism

In academic writing, referring to works of other authors is a requirement of academic integrity. Referencing is a matter of honesty and crediting others for their previous ideas and work; but it is also a matter of credibility of your work, in other words, an evidence of the fact that you are aware of what was done on the topic you have been dealing with in your GPR.

Using ideas and research findings of others, and yet pretending that they are your own is plagiarism, which is not only immoral but also a crime. Therefore, great care must be given to using a proper style in writing your manuscript so that your original work and work of others are clearly distinguishable without any ambiguity, and that all ideas and work of others used in your study are meticulously referenced. 

2. FORMAT AND APPEARANCE

Every GPR which will carry the name of Piri Reis University must meet the same high standards of presentation in terms of all pertinent physical properties, including format as well as paper and print quality. The following guidelines are related to the format and appearance of the GPR that you are going to prepare.
2.1 Paper

All copies of the GPR must be on good quality white bond paper, of at least 75 g, measuring 210 by 297 mm (A4). Only double-sided copies will be accepted for the one copy that will be given to the faculty for PRU Library. 
2.2 Margins

Margins of pages should conform to the following specifications:

· Left margin - 3.5 cm from the edge of the paper

· Right margin - 2 cm from the edge of the paper

· Top margin - 3.5 cm from the edge of the paper

· Bottom margin - 2 cm from the edge of the paper

The above margins should be observed on charts, graphs, tables and drawings as well. Landscape-oriented pages must be organized such that they are readable when rotated right. Folded papers cannot be accepted unless there is absolutely no other way for the material to be presented.
2.3 Font

Throughout a thesis, Times or Times New Roman font type and 12 pt size must be used including formulas, equations, Table headings and Figure captions. At least 8 points should be used in Figures, Tables and super or subscripts. 
The main text body must be written with regular (non-italics and non-bold) characters. Bold fonts must be used for titles. All GPR’s must be printed by using laser printers. 
2.4 Spacing
The main text body must be written with 1.5 line spacing. Paragraphs must be justified aligned. When a paragraph ends, the next one starts after pressing RETURN twice (2 x CR) to get two 1.5 spacing. Paragraphs must be uniformly indented one centimeter.
Abbreviations, Table of Contents, Lists of Tables and Figures, Foreword, Summaries, References, Appendices, CV, names and captions for tables and figures, in main text body must be written with 1 line spacing. 
Titles must not be the last line of a page; a title must be placed on the following page unless two more lines could be written after it. The first line of a paragraph cannot be the last line of a page, as the last line of a paragraph cannot be the first line of a page (termed as widows and orphans). 
Series of paragraph items which are to be listed without headings under any of the regular headings may, for clarity, be designated by special bullets such as •, or enumerated by (i), (ii), (iii), etc.

2.5 Duplication

Submission of the original copy is not required. However, all copies must be made from the same original. Copies not made on approved paper will not be accepted.
2.6 Corrections

No corrections are permitted on the final bound copies. If you must make corrections, make them on the original manuscript before it is copied for reproduction.

2.7 Centering

All materials must be centered between the text margins rather than between the paper edges. After the manuscript is bound, the centered material will appear to be centered on the page.

2.8 Word and Text Divisions

If any hyphenation is used, words must be divided correctly at the end of a line and may not be divided from one page to the next. Use a standard dictionary (American or British) to determine the correct word division. At least two lines of a paragraph must appear together at the top and bottom of every page. All headings and subheadings must be followed by at least two lines of a paragraph.

2.9 Page Numbering
All of the pages within the thesis, except for outer and inner cover pages and their backsides, must be numbered. 
Inner cover and its backside must be numbered as (i) and (ii), but the page numbers must not be shown. All pages starting from the approval page to the main text body must be numbered uninterruptedly with lowercase Roman numbers. The main text body (Introduction and the other chapters, Results and/or Discussion, References, Appendices and CV) must be numbered with Arabic (1, 2, 3, etc.) numbers. Pages bearing landscape Figures do not bear a number, however page numbers continue to increment. 

Page numbers must be placed at the bottom center and 1.5 cm above the bottom of the page, in the direction of reading. 
The font style used throughout the thesis must be used for page numbers, and the font size must be 11 pt. 
2.10  Multiple Volumes

If a finished manuscript exceeds 5 cm in thickness it must be bound in two or more volumes, each limited to 5 cm in thickness, too. All volumes must be numbered consecutively, using capital Roman numerals. Each additional volume must contain a title page. Title pages should be identical except for the notation Volume I, Volume II, etc., just below the title to differentiate the volumes.

Both the Roman and the Arabic numbering systems used in Volume I should continue through Volume II. As with the title page of Volume I, that of Volume II counts among the preliminary pages but does not bear a number. If "iv" is the last Roman numeral used in Volume I, for example, the title page of the second volume will count as page "v" and will be followed by preliminary pages "vi", "vii", etc. Each volume must contain a complete Table of Contents.
2.11  Headings 

Headings should be in the same font as the rest of the text and should feature neither quotation nor punctuation marks other than the period following the heading number. There may be at most four levels of headings which are;

· Main headings, 
· Second headings, 
· First subheadings and 
· Second subheadings. 
Additionally, special captions to designate theorems, corollaries, lemmas, definitions, remarks and propositions may be deployed. Headings should be followed by at least one line of text (i.e. headings should not directly be followed by Tables or Figures).
2.11.1. Main Headings

Main headings, numbered such as 1., 2., etc., should obey the following rules:

They should begin a new page and be centered. Omit period at the end of the heading. Main headings should be typed in bold face and should be in capital letters and in 14 points. 
Main headings should reflect content of the text that follows. Main headings are not to be called as chapters.
The number of the headings should be followed by a period and two spaces.
They should precede the following text material or second heading by 3 x 1.5 lines (3xCR)
2.11.2. Second Headings

Second headings, numbered such or 2.1., 2.2., etc., should obey the following rules:
· They should be left oriented and be typed in 12 points, bold face and title case letters (i.e., the first letter of each word except conjunctions, prepositions and articles must be a capitalized.). Omit period at the end of heading.
· The number designation of the second heading should be followed with a period and two spaces.

· Second headings should be (2xCR) below preceding text and (2xCR) above of succeeding text, but need not begin a new page.
2.11.3. First Subheadings

First subheadings, numbered such as 2.1.1., 2.1.2., etc., should obey the following rules:
· They should be typed on separate lines beginning at the left margin of the text, but need not begin a new page.

· They should be typed in bold face in 12 points and with title case letters.

· The number designation of the heading should be followed by a period and two spaces. Omit period at the end of the heading.

· First subheadings should be separated from the preceding and succeeding text by (2 x CR).
2.11.4. Second Subheadings

Second subheadings, numbered such as 2.1.1.1., 2.1.1.2., etc., should obey the following rules; however, second subheading should be avoided if possible.

· They should be typed on the same line as the text they introduce, beginning at the left margin of the text.

· They should be typed in 12 point, in title case letters.

· They should be followed by a period at the end of the heading and must be underlined.

· The number designation should be followed by a period and two spaces.

· Second subheadings should be separated from the preceding text by (2 x CR).
2.12  Binding

· All master's GPR’s are to be bound in white coated cardboard. 

· See Appendix A for a sample front cover and spine and Appendix O for the bound.

· It is your responsibility to have the pages of the text in correct order when it is submitted to the bindery.

3. SPECIFIC GUIDELINES FOR THE PARTS OF THE GPR
Two general rules of thumb should govern the presentation of any GPR: 

- keep the format as simple as possible, and

- be consistent with the format throughout the GPR.

Every GPR has three main parts or divisions: the preliminary pages, the text, and the reference material. You must follow the order of items within these parts as listed below. Required sections are marked with an asterisk.
                    PRELIMINARY PAGES

                     Title Page

                     Approval Page

                     Abstract

                     Öz

                     Dedication

                     Acknowledgments

                     Preface

                     Table of Contents

                      List of Tables

                      List of Figures/ List of Illustrations/List of Schemes

                      List of Symbols and/or Abbreviations

                     MAIN BODY/TEXT
                    REFERENCE MATERIAL

                      Bibliography or References

                      Appendices 
                     Turkish Summary (1000-2000 words)
3.1  Preliminary Pages

Preliminary pages consists of; Title Page,  Approval Page, Abstract, Öz, Dedication,  Acknowledgments, Preface, Table of Contents, List of Tables, List of Figures/ List of Illustrations/List of Schemes, List of Symbols and/or Abbreviations.
3.1.1. Title page

The title must be single-spaced, in all capital letters, and should begin at 3.5 cm from the top of the page. If necessary, long titles can be written in multiple lines avoiding unnecessary line breakages. Information retrieval systems consulted by many scholars to locate GPR’s relating to their own work use key words in the title. Consequently, the title must not contain any chemical or mathematical formulas, symbols, or other non-standard abbreviations or character if it is not possible to print them on cover page. Thus, such information must be substituted for words.
The format of the title page, including spacing and capitalization must be exactly as in the sample title page shown in Appendix B.

3.1.2. Approval page

A sample approval page is provided in Appendix C. It is strongly recommended that the approval page of the GPR be signed in blue ink.

3.1.3. Abstract

The abstract should appear on a separate page and be independent of the remainder of the GPR. An abstract should start with a clear statement of the object or purpose of the work done. The objective of the abstract is to furnish the reader, who may not be intimately concerned with details of the study, its purpose, results, important conclusions, and recommendations. As an example, the experimental equipment used with its size and type; a brief description of the experimental method and the important parameters must be given if appropriate. Major quantitative and qualitative results and main conclusions should be covered within the abstract using a few short sentences for each without any subheadings. The abstract requires clear, concise and quantitative statements of what was done, what was found, and what it means.Writing an abstract requires a great deal of thought and is best done after completion of the other sections of the manuscript.
An abstract must not exceed 250 words, must not include any diagrams and references, nor any mathematical formulas unless absolutely essential. Maximum five keywords must be written at the end of the abstract.

3.1.4. Öz

Öz is the Turkish translation of the abstract. 

3.1.5. Dedication, acknowledgments, and preface

If included, each of these items must appear on a separate page. No heading such as DEDICATION must appear on the Dedication page, but it must have a page number. If used, the dedication must be brief and centered on the page.
Like the dedication, acknowledgments and preface are optional. They must have headings and should use the same spacing as the text (i.e., 1.5 or double spacing). The heading ACKNOWLEDGMENTS or PREFACE appears centered between text margins, without punctuation, 3.5 cm from the top of the page; the text begins at two spaces below the heading.

This page is written to acknowledge the persons who have made a real effort to help the author in the preparation of the manuscript. Any kind of help can be acknowledged.

3.1.6. Table of contents

The table of contents must list the title of each chapter and its parts and sections, references or bibliography, appendices, and vita (if applicable). The wording used for all entries in the table of contents 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 heading TABLE OF CONTENTS appears without punctuation, centered between the text margins, 3.5 cm from the top of the page. The listing of actual contents begins at the left margin at Two  spaces below the heading. 
3.1.7. List of tables

A list of tables may be included for the convenience of the reader. If included, it will immediately follow the table of contents on a new page.

The heading LIST OF TABLES appears centered between the text margins, without punctuation, 3.5 cm from the top of the page; the listing begins at the left margin at two spaces below the heading.

Each entry should 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 full sentence. As in the table of contents, each entry must have leader dots which connect it to its page number.

3.1.8. List of figures / list of illustrations / list of schemes

If included, these lists must appear on separate pages and are governed by the same rules as the list of tables.

3.1.9. List of symbols and/or abbreviations

If included, you should follow a format consistent with acceptable practice in your discipline.
3.2. Main Body/Text
The text, or the main body of a GPR, is divided into multiple chapters to help the reader in understanding the subject matter. The formatting of the text must be consistent throughout. All 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 used. No headers, giving the titles of chapters or other sections are allowed at the top of the pages.
Main headings should reflect content of the text that follows. Main headings are not to be called as chapters and are numbered consecutively in numerals and capital letters (1, 2, etc., ). In addition to general titles like INTRODUCTION, the chapters need short but substantially descriptive titles, as well.

Only Main headings should begin with a new page. Within a chapter, the presentation of subsections must be continuous; partially filled pages of text are acceptable only on non-textual pages, such as those presenting tables and illustrations.

Omit period at the end of the heading. Main headings should be typed in bold face and should be in capital letters and in 14 points. 
Main headings should reflect content of the text that follows. Main headings are not to be called as chapters.

The number of the headings should be followed by a period and two spaces.
The main headings in all capitals is centered between the text margins, 3.5 cm from the top of the page; centered, and in all capital letters. The text begins at three spaces below ( 3 x 1.5 lines (3xCR).
In many cases the main body of the GPR will include certain materials other than ordinary text, such as illustrations, formulas, quotations. In such cases, the following guidelines should be observed.
The main body should be composed of a series of headings starting with an Introduction chapter and ending with a Conclusion chapter. The remaining headings may include one or more of the following main topics: Literature Survey, Problem Statement, Materials and Methods, Results and Discussion or other relevant topics.
· The whole text should be left and right justified.

· Use only one space following periods, commas, semicolons, colons, exclamation points,question marks, and quotation marks. 
· Periods, commas, semicolons and colons go outside the quotation marks.

· Integers from one to nine, inclusive, should be spelled out except when they represent a chapter or a section; for number 10 and above, use numerals. Numbers should be spelled out when they begin a sentence.

· Do not spell out per cent; use %.

3.2.1. Illustrative material

Illustrations include drawings, charts, figures, tables, diagrams, plates, and photographs. These may be inserted wherever the author feels appropriate, but as a general rule, should appear as near as possible to the part of the text which refers to them.

Table numbers and captions are placed one space above the top line of the illustration; figure numbers and captions are placed one space below the last line or bottom of the illustration.
Sample Table:

	Table 3.1: Condensed Fukui Functions for the Radical Addition to Azobenzene



	Atomic center
	Mulliken
	NPA

	C (1)
	0.00755
	-0.02716

	N (1)
	0.12405
	0.20684

	
	
	

	C (1 in solution)
	0.01893
	-0.01515

	N (1 in solution)
	0.15912
	0.24062

	
	
	

	C1 (1W)
	0.01039
	0.02498

	N2 (1W)
	0.06528
	0.09824

	N3 (1W)
	0.06777
	0.09680

	C4 (1W)
	0.01760
	0.02454


Sample figure:
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Figure 3.1: Sin and Cosine.
Illustrations of one-half page or less in length may appear on the same page with the text, separated from the text above and below by three space.

Illustrations that are too large to be placed sideways between the left- and right-hand margins should be rotated counterclockwise 90 degrees so that the top of the illustration runs parallel to the left-hand 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 presented in this manner, the usual margin requirements remain in effect, and page numbers should appear in their normal place.

Illustrations of any kind must be numbered consecutively, including appendices. You will follow a straight sequence and use a decimal approach (1.1, 1.2, 1.3,.., A.1, A.2, where the first digit is the chapter or appendix number, and the digit after the decimal point is the illustration number within that chapter or appendix).

Illustrations 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 (cont’d)" or "Table 1 (continued)".
All headings and captions must be prepared either in the same font and point size used for the text, or in the same font and point size as every other heading and caption. Choose a point size that is easy to read, especially for tables, axis scales, axis titles, legends, and labels in charts and diagrams.

Colour may be used in figures and photographs as long as duplicate copies are all produced by color photocopy. Photographic illustrations must be originals or well-made photographic copies of the originals. 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 photographs 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 photograph in the long run.
If an audio visual material (e.g., videotape, cassette, etc.) is needed to accompany and supplement the text, it should be adequately described within the continuity of the text. Such material will be submitted only with the Departmental copy.

Stored information in the form of CD will be submitted with all copies.

Computer print-outs must conform to the margin specifications, must be dark and legible with high black and white contrast, and must be copied on GPR-quality paper.

3.2.2. Formulas

Mathematical and chemical formulas, equations and expressions must be prepared by using an appropriate equation editor. If a reference is made to them, they must carry a numerical identification. Each equation must be numbered in parentheses and this must be given next to the right margin.  Numeration of equations should include the chapter number.  Example, Equation 7 of Chapter 2:

[image: image2.wmf]b

l

j

tan

3

cos

4

2

=

A










       (2.7)
or, Equation 3 of Appendix 2:
C2H4 +3 O2  ( 2 CO2 +2 H2O





      (A2.3)

3.3. The Reference Material

The reference material consists of references. 
3.3.1. References

The references in the GPR are IEEE referencing style, e.g., Smith [3] or [3]. The listing should be in numerical order, and the author's last name should be followed by his initials, followed by the name of the reference, and the source, and the year of publication.  For example, for a journal document, the journal name should be in italics:

1.  L. Douglas, “The Development of the Tandem Helicopter”, Journal of the American Helicopter Society, Vol.3, No.1, January 1958
For a reference presented in a conference or symposium, conference, etc.,, the conference name should be italicized:

12.
E. Peşman, D. Bayraktar, M. Taylan, Influence of Damping on the Roll Motions of Ships”, 2nd International Conference on Marine Research and Taransportation, A5, Napoli (Ischia), Italy, 2007
For a book, report or thesis, the name of the book should be in italics:

2. M.C. Potter, Thermodynamics Demistified,  Mc Graw Hill, 2009

3. E. Peşman, Boyuna Dalgalarda Gemilerin Yalpa Hareketi Analizi, Doktora Tezi, İ.T.Ü. Fen Bilimleri Enstitüsü, Nisan 2011
If the reference document is authored by more than three people, only first author is named, followed by “et al.”:
7.
A. Uzunoğlu et al , Gemilerde LPG’nin taşınması, Rapor 23, Türk Loydu, 2014

If an internet page is used as a reference source, the last date accessed must be supplied and for "author", owner of the page; for "title", title of the page; for "publisher", URL address; for "date", date of update of the page can be used.

http://www.eagle.org/eagleExternalPortalWEB/ShowProperty/BEA%20Repository/Rules&Guides/Current/133_AssessParametricRollResonContainerCarriers/Pub133_Parametric_Roll_Guide_June08, Last accessed: March 23, 2020
· The heading REFERENCES is centered between the text margins, without punctuation, 3.5 cm from the top of the page; the list begins two spaces below.

· Each REFERENCES entry should be single-spaced with double spacing between entries.

3.3.2. Appendices

You may use appendices if you want to present some additional materials but keep the main text free of such details. 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 appendix, each should be given a letter (Appendix A, Appendix B, etc.). The heading APPENDIX A should appear centered between the text margins, 3.5 cm from the top of the page. The font and point size should be same as those used for chapter titles.

· Spacing need not be the same for each of the appendices. Documents and case studies may be single-spaced, whereas spacing for the explanations of methods and procedures may be similar to that of the text.

· Each appendix with its title must be listed separately in the table of contents as a subdivision under the heading APPENDICES.

· All appendices must have page numbers written in the same font and point size used for pagination throughout the GPR.
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