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This guide provides the norms, standards, and conventions for the structure of research theses for postgraduate and doctoral students. Scholars are expected to abide by these guidelines in their submissions.
A checklist is also provided. At the time of submission of the thesis, scholars will also submit the filled-in checklist signed by the student and the supervisor, indicating that the guidelines have been followed.

A. Front Matter

1. Title Page

· The cover page (on the front binding) and the title page (first inside sheet) will carry the same text

· The title should be descriptive and may have a subtitle after a colon

· It should not use obvious phrases such as “A Study of…”

· The title should be followed by other text as below

· All text to be centred 
· The title should have the largest font size and other text proportionately smaller fonts

· Title to be in lower case with all words, except articles and prepositions to have the first letter capitalized. 

Title of the study – Font Size – 22-32 pts

Thesis Submitted to Martin Luther Christian University, Shillong

in partial fulfillment of the requirements

for the degree of

Doctor of Philosophy 

By

Name of scholar

Reg. No: 

Under the supervision of

Name of Supervisor
Dr/Prof (degrees not to be mentioned)
Year of submission

2. Declaration: as per format below
3. Certification: as per format below
4. Acknowledgements

· 1-2 pages

· Professional acknowledgements first
· Personal acknowledgements next

· No autobiographical material

· No religious acknowledgements 

· No in-house institutional acknowledgements such as MLCU or department

· No poetry or quotations

· Dedication?

5. Table of Contents

· Should be extensive, covering all headings and sub-headings

· Should match the exact wording as in the text

· Headings should be in lower case with each important word having first letter capital

· Subheadings should be in lower case with only first word having a capital first letter

· Single spaced

6. List of Tables

· By number and title

· Single spaced

· May be listed in two ways

· In continuous serial order from beginning to end

· Serially for each chapter e.g., 4.1, 4.2 etc.

7. List of Figures

· By number and title

· Single spaced

· Photographs and other visual material may be in colour
· May be listed in two ways

· In continuous serial order from beginning to end

· Serially for each chapter e.g., 4.1, 4.2 etc.

8. List of Appendices

· By upper case alphabet

· Single spaced

9. Glossary
· Acronyms
· Abbreviations 

· Non-English words and terms

10. Abstract

· 300-500 words

· May have subheadings e.g., Introduction, Methods, Results etc.

· Should not have tables or figures

· No references
· 5-7 keywords are to be provided at the end of the abstract

B. Format and style

1. Page formats

a. Size: A4, measurement 8 ½” x 11”  
b. Margins: 1 inch on top, bottom and right side, 1 ½” left margin

c. Font: Times New Roman

d. Font size: 12, smaller for footnotes, table titles and figure captions
e. Colour of text: black
f. Indent: ½ inch (5 spaces) for paragraphs, block quotes, tables, figures

g. Spacing: double space except for block quotations, footnotes, references and long headings

h. Justification: left justified, right unjustified

i. Page numbers: bottom centre, ¾ inch from edge.  The title page is page 1.

j. After sentence. One space.
k. New paragraph: start left flush or indent 5 spaces

l. Between paragraphs: double space

2. Headings

Title Centred in Title Case Bold 12 Point

Chapter Heading Centred in Title Case Bold 12 Point


Section Heading Title Case Left Flush Bold

3. Seriation

  I., II., III.…; A., B., C.…; 1.,2.,3.…;




a., b., c…; i., ii., iii., iv…

Or: 
1.,2.,3.…; a., b., c…; i., ii., iii., iv…

Or:
 1.,2.,3.…; 1.1, 1.2,…, 1.1.1, 1.1.2, 1.1.1.2

Use indents (Microsoft Word)

Use bullets sparingly and not for long lists
4. Abbreviations, acronyms

a. Use a period e.g. Ms., M. A., Ltd.,

b. Full form for the first use with acronym in brackets e.g., Master of Business Administration (MBA), then only acronym

c. Plurals: add lower case s, e.g., MBAs

d. Provide a glossary of abbreviations and acronyms
5. Dates and numbers

      a. Dates: August 20, 2010
b. Numbers:

· Specific numbers: up to nine should be spelt, 10 and higher to be written in figures
· Starting a sentence: spell out the number
· Round numbers to be spelt out
· Centuries: use 21st  or twenty-first, 17th or seventeenth
· Mixed spelling and figures not to be used: e.g., “ten of the 123 students
· Units to be used in tables but usually spelled out in the text: degrees, rupees
6. Italics

a. For words, phrases in other languages: bon appetit, ciao, jai hind
b. For emphasis: He must do that! (use italics and exclamation marks sparingly)
c. Book titles
d. Scientific terms by convention

7. To be avoided
a. Font size >12

b. Right justification

c. Ampersand (&) except in exact citations
d. Underlining

e. Unnecessary capitalizations
C. Presentation of Thesis

a. Bound, four copies with black cover 
b. Name of candidate without designation or degrees

c. Name of Supervisor with title of Dr or Prof, no degrees or other designation

d. Text without references and annexures should be about 150-300 pages 
e. References should follow APA, except for health topics which may use the Vancouver

f. Footnotes or endnotes may be used

D. Front matter and Chapters

1. Title 

2. Declaration 

3. Certification 

4. Acknowledgements

5. Table of Contents

6. Index of Tables

7. Index of Figures

8. Glossary of Acronyms

9. Abstract
10. Chapter 1: Introduction

11. Chapter 2: Literature Review

12. Chapter 3: Methodology 

13. Chapter 4: Results 
14. Chapter 5: Discussion
15. Chapter 6: Conclusions and Recommendations

16. References

17. Appendices (Include ethics approval letter)
E. Formats
1. Declaration: Font Size 12
Declaration
I hereby declare that this thesis entitled

______________________________________________________________

submitted to Martin Luther Christian University, Shillong for the degree of         Doctor of Philosophy is a bona fide effort made on my part under

 the supervision of_____________________. 

This work has not been submitted to this or any other university for the award of any degree or diploma. Any other source of information utilized in the study has been duly acknowledged by me. 

Name of Scholar
Research Scholar

Martin Luther Christian University 
2. Certification – Font Size – 12 pts. 
Thesis No. ...................

Certificate
This is to certify that the thesis entitled 

submitted by Name of Scholar to Martin Luther Christian University, Shillong for the degree of Doctor of Philosophy embodies original work done by her under my supervision. This research work has not been presented for any degree or diploma to this or any other University.

Place: Shillong 




Name of the Supervisor
Date:






Supervisor 

Back Matter

3. Cover Page same as Title Page 
· The hard bound copy will be black in colour with golden font colour

· On the spine of the hard bound copy, the name of the thesis has to be mentioned. In addition, the surname of the author should be mentioned at the top and year of completion at the bottom 
4. Example of Spine of the Thesis


Surname








                     


Title of the Study Surname





Year








