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INTRODUCTION  

 

The submission of a thesis/project is the last step in a program leading to the 

awarding of a graduate degree. The document is a statement of the results of a long 

period of research and related preparation undertaken to fulfill, partially, the 

requirements for an advanced degree. The purpose of the Masters program is to lead 

to the graduation of students whose research skills equip them to perform successfully 

in both academic and professional environments. 

This Guide is aimed at insuring that the same thesis format is adopted across all 

Faculties at the University of Balamand. This Guide addresses only matters of format 

and presentation, such as arrangement of content, paper, spacing, headings and 

referencing. The final thesis is approved by the Faculty committee with regards to 

questions of quality and content. If there are questions related to the policy for 

submitting a thesis or project, the Faculty Policy Manual should be referred to. 

If a student has questions regarding the format of the thesis/project after reading 

through the directions and examples in the Guide, that student should contact the 

Graduate Studies Assistant. It is advisable to ask questions at the beginning to avoid 

extensive modifications later. 

The Guide in its most recent form is available in printed form at the UOB 

Bookstore and on the Library web page: 

http://local.balamand.edu.lb/english/Library/gradguide.html 

The Library must receive one printed copy of the thesis/poject with the signed 

Signature Approval and one electronic copy on CD-ROM as an Archive Copy. The 

student is responsible for making certain that the Clearance Form indicating the 

completion of the graduate thesis/project is submitted to the Deanôs Office before the 

deadline. 

The Library wishes you success in the completion of your thesis/project. 

Congratulations to you in advance in completing such a laborious task. See you at 

graduation. 

 

The Library Administration. 
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1. Acquire approval to thesis/project proposal from the Faculty 

6. Defend Thesis/Project 
 

5. Make the revisions required by the Library to acquire 

final approval of the Library  

4. Submit one (1) print copy to the Library at least one 

month before the defense date 

2. Acquire a copy of the Guide from the UOB 

bookshop or download from the Web 

3. Co-sign with Library staff the Agreement 

confirming knowledge and use of Manual 

7. Print 2 copies of the 

Thesis Clearance form 

from the Library Website  

9. Submit Thesis / Project Final version (print & electronic)  and the Turnitin 

Originality Report to the Library for completion of Clearance Form 

10. Submit the signed Clearance 

form to the Deanôs Office 

GRADUATION!  

8. Acquire Thesis Supervisorôs and readersô 

signatures on both copies of the Clearance Form 

6c. Make corrections 

suggested by Examiners 

6a. Satisfactory 6b. Unsatisfactory 

6e. Resubmit to Supervisor 

for approval 

6d. Resubmit to Library 

for final r evision 

GENERAL FLOW CHART OF  

THE MASTERôS THESIS / PROJECT 

 

The flow chart here pertains to the steps required to fulfill the requirements of 

the Library. Students should refer to the Faculty Policy Manual in relation to items 

such the proposals, submission requirements before and after the defense, deadlinesé 
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CHAPTER 1 

GENERAL CONSIDERATIONS  

 

1.1 Before the Defense: 

1. Preliminary copies of the thesis/project should be submitted to the Library before 

the defense for corrections in formatting. 

2. The preliminary copies should be submitted at least one month before the defense 

date. 

 

1.2. After the Defense: 

1. Further revisions required by the Jury and the Library should be made before 

submitting a copy of the final version to the Supervisor to sign the ñSignature 

Pageò as final approval. 

2. After finalizing the ñSignature Pageò, the final copy of the thesis/project should be 

submitted to the Library within one (1) week of the defense. 

3. The student should print and sign the Thesis/Project Completion Clearance Form 

(Appendix A or B) found on the Library website to have it signed properly after the 

defense and the required corrections are made. Link to:  

(http://www.balamand.edu.lb/english/Library/gradguide.html). 

4. Submitted Material: All degree candidates will be required to turn in the following 

items in person: 

a. One unbound copy on Fabriano paper (refere to 2.2 in the Manual) within 

a large enough envelope (title page attached on the outside) or plastic folder as 

a Circulation Copy. The document and covers should be clipped or tied 

together, NOT stapled or punched. 

b. One electronic copy on CD-ROM as an Archive Copy. No writing on the 

CD itself. 

c. Two (2) copies of the Thesis / Project Completion Clearance form signed 

by the student and the supervisor. 

5. After checking these items, the Librarian will then sign both copies of the Thesis / 

Project Completion Clearance form, one of which will be returned to the Deanôs 

Office. Only then will the final grade be sent to the Registrarôs office. 
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1.3 Faculty, Department and Degree Titles 

1.3.1 Institute of Theology offers the following Master degrees: 

Master of Theology in Pastoral Studies  

Master of Theology in New Testament Studies  

Master of Theology in Antiochian Studies  

 

1.3.2 The Faculty of Arts and Social Sciences (Faculté des Lettres et des Sciences Humaine 

= ) offers the following Master degrees: 

.̸  

̸̸͂  

2. Department of Education = Département dôEducation 

2.1 Master of Arts  in Education 

2.2 Mastère en Science de LôEducation 

2.3 Master of Arts in Educational Technology 

2.4 Master of Arts in Curriculum and Educational Management 

2.5 Mastère en Curriculum et Gestion Educative 

3. Department of English Literature and Language 

3.1 Master of Arts in English Language and Literature 

3.2 Master of Arts in English Language Teaching 

3.3 Master of Arts in Comparative Literature 

4. Département de Langues et Lettres Françaises 

4.1 Mastère en Langues et Litérature Françaises 

5. Departement of History  

5.1 Master of Arts in History 

6. Département de Langues Vivantes  

6.1 Mastère en Langues Vivantes 

7. Department of Mass Communication  

7.1 Master of Arts in Mass Media and Communication 

8. Department of Philosophy = Département de Philosophie  

8.1 Master of Arts in Philosophy 
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8.2 Mastère en Philosophie 

9. Department of Physical Education = Département dôEducation Physique 

9.1 Master of Arts in Physiology and Biomechanics of Physical Exercise 

9.2 Mastère en Physiologie et Biom®canique de lôExercice Musculaire 

9.3 Master of Arts in Physical Activity and Health 

9.4 Mastère en Activités physiques et santé 

9.5 Master of Arts in Sports Management 

9.6 Mastère in Management du Sport 

10. Department of Psychology = Département de Psychologie 

10.1 Master of Arts in Psychology 

10.2 Mastère en Psychologie 

11. Department of Political Science and International Affairs 

11.1 Master of Arts in Political Science and International Affairs 

 

1.3.3 The Faculty of Business and Management offers the following Master degree: 

Department of Business Administration 

 Master of Business Administration 

 

1.3.4 The Faculty of Engineering offers the following Master degrees: 

1. Department of Computer Engineering 

1.1 Master of Science in Computer Engineering 

2. Department of Electrical Engineering 

2.1 Master of Science in Electrical Engineering 

3. Department of Civil  Engineering 

3.1 Master of Science in Civil Engineering 

4. Department of Mechanical Engineering 

4.1 Master of Science in Mechanical Engineering 

5. Department of Chemical Engineering 

5.1 Master of Science in Chemical Engineering 

6. Department of Engineering Management 

6.1 Master of Science in Engineering Management 

 

1.3.5 The Faculty of Sciences offers the following Master degrees: 

1. Department of Computer Science 
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1.1 Master of Science in Computer Science (Software Engineering) 

1.2 Master of Science in Computer Science (Information Systems) 

2. Department of Biology 

2.1 Master of Science in Biology 

3. Department of Chemistry 

3.1 Master of Science in Chemistry 

4. Department of Mathematics 

4.1 Master of Science in Mathematics 

5. Department of Environmental Sciences 

5.1 Master of Science in Environmental Sciences 

6. Master of Science in Chemistry (Food Science and Technology) 

 

1.3.6 The Faculty of Health Sciences offers the following Master degrees: 

 1. Department of Medical Laboratory Sciences 

1.1 Master of Sciences in Clinical Laboratory Sciences 

 

1.3.7 The Faculty of Medicine & Medical Sciences offers the following Master degrees: 

1. Department of Biomedical Sciences 

1.1 Master of Science in Biomedical Sciences 

 

1.4 Copyright Issues 

 Ownership of copyright shall reside with the student. However, the student must 

grant royalty-free permission to the University to reproduce copies of the thesis or report. 

 The University of Balamand (UOB) owns the intellectual property of any material 

published during the authorôs stay at UOB, including theses/projects. As such students do 

not have the right to publish any thesis or project outside of UOB. The students cannot go 

into any agreement with publishing house or external body to publish their work. 

Otherwise there are legal repercussions. 

 When the thesis/project supervisor deems a piece of writing as worth publishing in 

the Thesis/Project Completion Clearance Form, it signifies that the draft is published by 

the University of Balamand in any format (print or/and electronic), not by an external 

body. 
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 For more details required about the Lebanese law, link:  

http://www.economy.gov.lb/MOET/English/IPR/Copyright/Documents/CopyRight_En.pdf 

 

1.5Plagiarism  

As a community committed to intellectual endeavor, the University of Balamand 

recognizes honesty as the foundation of the academic activities of its faculty members and 

students. UOB strives to provide students with the knowledge, skills, and judgment they 

need to function in society as educated adults. Falsifying or fabricating the results of one's 

research, presenting the words, ideas, data, or work of another as one's own, or cheating on 

an examination corrupts the essential process of higher education.  

Plagiarism, a from of academic dishonesty, is intentionally or carelessly passing off 

another personôs work as oneôs own. It is taking and using information, ideas, opinions, 

theories or another personôs actual words without acknowledging the source, thereby 

creating the impression that the work is oneôs own. 

The Graduate Studies Assistant has the right to check that no plagiarism, what so ever, 

is included in the text. If this is not the case, the student(s) and supervisor will be notified 

that the thesis/report has not been accepted in the library. After the corrections are made 

and document redrafted by the student(s) and the Supervisor, a copy of the final Original 

Report from Turnitin should be submitted with the final draft as evidence that the copy is 

plagiarism free. Then the copy will be accepted in the print and electronic format and the 

Clearance Form signed by the Graduate Studies Assistant. 

 

1.6 Penalties 

 Failure to comply with the policies and standards outlined in the manual will result in 

the student being penalized with the ensuing chance of further delay in graduation. 
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CHAPTER 2 

FORM OF DOCUMENT  

 

2.1 Language 

Adequate command of the required language (English, Arabic or French) and its 

constructions, spelling and usage is required. Assistance, if needed, should be sought with 

faculty members of the relevant Department, as well as in standard dictionaries and 

handbooks/manuals of composition. These materials are found in the Main Library. 

The writing in a technical thesis must be clear, accurate, and concise. Sentences 

should be short, and paragraphs are used to separate divisions of content within the thesis. 

Nothing should be in the thesis which does not contribute to the message. Spelling is 

important and correct and clear sentence structures should be used. 

Technical theses are written in the third person singular, neuter gender; for example: 

Use Rather than 

ñThe study was conductedò ñWe did the studyò 

ñMeasurements were takenò ñI took measurementsò 

 

Authors and partners should not be mentioned in the thesis / project, as this distracts 

the reader away from the contents, and toward the writer of the thesis. 

 

2.2  Paper 

ü The thesis or report must be typed on one side on 21 x 29.7 cm (A4) white, acid-

free paper of 80 gr. and 25% rag cotton. 

ü To confirm the type of paper, it should hold the manufacturerôs watermark or 

brand name once held up to the light. 

ü The final document should be printed on Watemark Fabriano Logo 80gr. (A4 

OLIMPICA) paper (15 year-guarantee, acid free and anti-termites). 

 

2.3  Margins 

ü Right (left for Arabic ), top, and bottom margins: a minimum of 2.5 cm is required. 

ü Left margin (right for Arabic ): 3 cm. 

ü Header and Footer margins: 1.25 cm 
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ü For the binding process, text, illustrations (Figures) or Tables must not appear inside 

the specified margins. 

ü Page numbers are the only items which may appear in the Header. 

 

2.4  Spacing and Indentation 

ü Preliminary pages, tables, figures and appendices: one-and-a-half space; in Arabic  

single space. No empty blanks in between. 

ü Footnotes: single space. 

ü Text body: double space, in Arabic  EXACTLY 32pt. 

ü Reference list/Works Cited: Double spacing (in Arabic  EXACTLY 32pt) with a 

hanging indent of 1cm. 

ü The right alignment of English text should be justified except where noted differently 

such as in the Reference List (for Arabic  text paragraph alignment is right). 

ü Paragraph indentation of 1 cm is obligatory. 

ü One blank entry between heading and subheading sections. NO blank entries 

between the heading or subheading and the text. 

ü One blank entry after Tables/Figures 

 

2.5  Headings and Subheadings: 

ü Levels of headings and subheadings establish the hierarchy of sections in order to 

orient the reader. 

ü Headings function as an outline to reveal the organization of the body of the thesis. 

ü One to five levels of headings can be used depending on the structure of the thesis. 

ü Each chapter should begin on a new page while the pagination is continuous and 

placed at the top right-hand side of the page. 

ü The format of the five levels of headings is as follows (Appendix C): 

CHAPTER TITLE:   CENTERED UPPERCASE (bold; 14pt.) (Arabic: 18pt.) 

Body Level 1:  Regular Upper and Lower Case (regular; 14pt.) (Arabic: 

18pt.) 

Body Level 2:   Italics Upper and Lower Case (italics; 12pt.) (Arabic: 16pt.) 

Body level 3:   Regular lower case (underlined; 12pt.) (Arabic: 16pt.) 

Body Level 4:   Regular lower case (regular; 12pt.) (Arabic: 16pt.) 
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EXAMPLE:  

CHAPTER 1 

ASSESSMENT OF ECONOMIC DEVELOPMENT  

Level 1: 3.1 Aggregate Economic Growth 

Level 2: 3.3.1 Developments in the External Trade Sector, 97-98 

Level 3:  3.3.1.1 Exports and imports in the GCC and MDE countries, 97-98 

Level 4: 3.3.1.1.1 Export revenues 

 

 

  

 

2.6 Pagination (Page Numbering) 

Preliminary pages: The following guidelines apply to title page, signature page, 

acknowledgments and dedication, table of contents, lists of tables and figures, abstract, 

etc.):  

 Small Roman numerals (i, ii, iii, ivé), is placed at the upper right-hand corner, 1.25cm 

up from the top edge of the page (Header margin). Arabic  text: placed at the upper left-

hand corner, 1.25cm up from the top edge of the page (Header margin) 

 Title page is considered page "i" but is not numbered. The next page is "ii" and 

continues until first page of text.  

 

Body of the Thesis & Appendices: The following guidelines apply to the text:  

 First page of text is "1" (Arabic numerals: 1, 2, 3é), and is placed at the upper right-

hand corner (Arabic:  Hindi numerals placed at the upper left-hand corner), 1.25cm up 

from the top edge of the page (Header margin).  
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 Page 2 and subsequent text pages are numbered and placed at the upper right hand 

corner (Arabic:  placed at the upper left-hand corner), 1.25cm up from the top edge of 

the page (Header margin). Text begins 2.5 cm from the top edge for chapter headings. 

ü Page numbers from 1 to the end should be consecutive including tables, figures, 

references and appendices. 

 

2.7 Fonts 

ü Acceptable fonts are Times New Roman (English and French) / Traditional 

Arabic (Arabic ); do not use modern or ornamental styles. 

ü The same typeface must be used throughout the document. 

ü Acceptable font size in the body and preliminary pages is 12 point (English and 

French) / 16 point (Arabic ) . 

ü Larger type up to 14 point (English and French) / 18 point (Arabic ) can be 

used for chapter/section titles. 

ü Bold face may be used in the preliminary pages (before the text) and major headings 

but not in the body of the text. 

 

2.8 Printing 

Laser printing or any other letter quality printing using black ink is required for all 

text material. Dot matrix or ink jet printing are not acceptable unless of high resolution 

(600 dots/inch or more) to generate the same effect as laser printing. 

 

2.9 Corrections 

ü Corrections on the submitted copies, i.e. whiteout, correction tape, interlineations 

(wording written between the lines of the text), etc., will not be accepted. 

ü All submissions must be neatly executed and correct in spelling, punctuation and 

format. 

ü Proofread carefully before copying and submitting your document to the Library. 

ü Once copies are sent for binding, no corrections will be accepted. 

ü The hard copy must be identical to the electronic document. 
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2.10  Figures 

ü Figures include original photographs, charts, graphs, maps, diagrams and drawings. 

ü All figures must be listed in the Table of Contents (Appendix K / W) as List of 

Figures (Appendix M). 

ü Figures are inserted in the text as close as possible after the first reference is made to 

it. 

ü Color copies are accepted, but beware of light colors that do not appear in 

reproductions (ex: blue ink). 

ü Figure captions must appear centered below the figure, containing the figure number 

according to chapter (if applicable) and sequence. A Figure title is in bold and 11 pt. 

font (Example: Figure 1.3: The variations in scholastic performance). 

ü Figures placed in landscape position on the page should be oriented so that the top is 

on the left margin. The caption must also be placed in the same orientation. 

ü Figures not of your production have to be cited according to the APA style (Section 

11: Images, Photos, Tables and Figures, pp. 48-51) or MLA style (below the figure, 

signal the source information with the descriptor Source, followed by a colon, then 

provide the correct MLA bibliographic information for the source). 

 

2.11 Tables 

ü All tables must be listed in the Table of Contents as List of Tables (Appendix M). 

ü Tables are inserted in the text as close as possible after the first reference is made to 

it. 

ü Color copies are accepted, but beware of light colors that do not appear in 

reproductions (ex: blue ink). 

ü Table captions must appear centered above the table, containing the table number 

according to chapter (if applicable) and sequence. The Table title is in bold and 11 pt. 

font (Table 2.1: Percentage of dropouts across ten years). 

ü Tables placed in landscape position (oversized figures) on the page should be 

oriented so that the top is on the left margin. The caption must also be placed in the 

same orientation (Appendix D). 

ü Explanation of each term and sign used is compulsory with the Table when needed. 

ü Tables not of your production have to be cited according to the APA (Section 11: 

Images, Photos, Tables and Figures, pp. 51-52) or MLA style (below the table, signal 
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the source information with the descriptor Source, followed by a colon, then provide 

the correct MLA bibliographic information for the source). 

 

2.12 Common Guidelines for Figures and Tables 

ü Remember to acknowledge the source of any figure/table you reproduce or modify 

from another author or work.  

ü Give numbers and headings or captions to all tables and figures that appear in the 

text. Number the tables and figures consecutively throughout the paper by using a 

decimal system to number them by chapter. (The first table in Chapter 1 would be 

Table l.1, the second Table 1.2, and so on.). 

ü Use a capitalization scheme when you refer to figures or tables within your text. For 

example, use ñTableò or ñFigure,ò throughout your document.  

ü If you continue a table or a figure onto succeeding pages, repeat the table or figure 

number and the word ñcontinuedò or ñcont.ò but do not repeat the caption. 

ü In cases where numerous tables or figures would disrupt the flow of the text, group 

them at the end of the chapter, in the order of their mention in the text.  

ü If you have appendix tables and figures with individual titles, you must list each in 

the List of Tables and List of Figures. But if you have many appendix tables and/or 

figures that can be grouped under an appendix title, you do not have to give them 

separate titles, numbers, headings or captions or list them in the List of Tables or 

Figures. The appendix title in the table of contents is sufficient description, as the 

following example illustrates.  

APPENDIX A: Graphic Illustartions     132 

APPENDIX B: Data Tables       136 

 

2.13 Oversize Figures and Tables (Appendix D) 

If you have trouble fitting a large table or figure within the margins, place the table 

or figure and its number and caption sideways (landscape position) on the page. However, 

place the page number in its usual position at the bottom of the page as if it were printing 

in the normal (portrait) orientation. (You may have to print twice or cut and paste to get the 

page number in the correct location.) Tables or figures landscaped on a page should have 

their top edge near the left binding side of the paper.  

If figures and tables are larger than 21 x 29.7 cm (A4), you have three options: 
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Reduction: Copies must be clearly eligible. 

Page numbers and captions must remain full-size. 

Margins: Right, left, and bottom margins: 2.5cm; and top 

margin: 3cm. 

Folding: The page should be 29.7 cm in height to be bound properly 

with the other pages. 

Be careful or else page may be damaged. Correct margins 

and position of page number must be maintained on the 

oversize page. 

Pocket 

material: 

Pocket material must be folded to within 18 x 25.4 cm. 

No numbering is required but should be listed in the Table 

of Contents. 

If pocket material is CD or Floppy diskette, 3 copies must 

be submitted. 

 

2.14 Exhibits 

ü Exhibits are items like videos, groups of slides, or a model. 

ü The items must be clearly labeled. 

ü Extra copies of the title page are required to attach for identification purposes. 

If an exhibit is an integral part of a thesis two identical versions must be submitted 

except in the case of three-dimensional models. 

 

2.15 Mathematical Expressions/Equations 

ü If the text contains more than one equation, then equations of key importance should 

be numbered consecutively in parentheses at the right margin. 

ü Derivations of equations or examples where values are substituted for variables need 

not be numbered. 

ü An equation shall be referenced in the text by the word Equation and its number: 

 

f(x) = x+3 (Equation XX.YY)  
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 Where XX is the chapter number and YY is the sequence number of that equation 

in that chapter. 

 

ü If an equation is previously quoted in an earlier chapter, say as Equation 4.5 and need 

to be re-quoted in chapter 5, its number will remain as Equation 4.5. 

ü If referring to two or more equations in the same sentence, each should be named 

separately. For example, use ñsee 2.1, 2.2, and 3.2ò instead of ñsee Equations (1) 

through (3).ò 

ü When referring to an equation, use the word ñEquationò to begin a sentence 

[Equation 2.4 proves é.], but within a text mention the number within parenthesis 

[As calculated above in (2.3),é]. 

ü The multiplication sign (³), rather than a dot (·) or an (x), shall be used to indicate 

multiplication of numbers and numerical values.  

ü Although the stacked style of fractions is preferred, exceptions shall be made in the 

text to avoid printing more than two lines of type. For example, type 
b

a
 rather than 

b/a. 

ü The general rules regarding the use of upright and italic text in equations are as 

follows:  

1. Quantity symbols (including the symbols for physical constants), subscripts or 

superscripts representing symbols for quantities, mathematical variables, and 

indexes are set in italic text.  

2. Unit symbols, mathematical constants, mathematical functions, abbreviations, and 

numerals are set in upright text.  

Example:  

x sinɗcosr f=  (Equation 3.1) 

where  

x is the x-coordinate on a Cartesian plane,  

r is the length of the position vector,  

ɗ is the angle between the position vector and a coordinate axis, 

j is the angle from the plane in which both the axis and the position vector lie to either of 

the coordinate planes including that axis. 
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Further examples: Equation 2.5 and Equation 3.2. 

1. Equation 2.5 illustrates the use of italics and exponential function in an equation. 

1 1 s

s
d T

T
C

e
l

l
-

=
-

 (Equation 2.5) 

where  

1dC  is the correction factor for decay during sample collection,  

lis the radionuclide decay constant,  

sT is the sampling duration. 

 

ü To format equations, refer to Appendix Y2:  Formatting Mathematical 

Expressions/Equations 

 

2.16 Quotations & Parenthetical Citations 

ü Refer to: available in the UOB Bookshop or Online: 

http://www.balamand.edu.lb/english/Library/gradguide.html 

1. QUICK NOTES: American Psychological Association (APA) Style Manual 

(Adapted from the Publication Manual of the American Psychological Association 

6th ed., 2010 AND American Psychological Association (2007). APA Style to 

Guide Electronic References): Section VI . Parenthetical (in-text) citations 

2. QUICK NOTES: Modern Language Association (MLA) Style Manual (Adapted 

from the MLA Handbook for Writers of Research Papers, Seventh Edition, 2009): 

Section VI. Parenthetical (in-text) citations 

 

2.17 Footnotes 

ü Limit the use of footnotes. If the information is trivial remove it; if it is important 

enough include it in the main document. 

ü Use footnotes as explanatory or supplementary notes or personal commentary of the 

author that does not belong in the main text. They sometimes present a view opposed to 

that presented in the text. Or they elaborate a point relating to the main argument but not 

important enough for inclusion in the main paper. 

ü Do not use footnotes for referencing or bibliographic citations. 

ü Refer to: available in the UOB Bookshop or Online: 

http://www.balamand.edu.lb/english/Library/gradguide.html 
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1. QUICK NOTES: American Psychological Association (APA) Style Manual 

(Adapted from the Publication Manual of the American Psychological Association 

6th ed., 2010 AND American Psychological Association (2007). APA Style to 

Guide Electronic References): Section II . Notes 

2. QUICK NOTES: Modern Language Association (MLA) Style Manual (Adapted 

from Adapted from the MLA Handbook for Writers of Research Papers, Seventh 

Edition, 2009. Section II . Notes 
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CHAPTER 3 

ARRANGEMENT OF CONTENT  

 

3.1 Preliminary Pages ( ) 

These pages are numbered separately from the body of the thesis, using lower case 

Roman numerals (i, ii, iii, é) placed at the upper right hand corner (Arabic:  Hindi 

numerals placed at the upper left-hand corner). These pages should be placed in the order 

as listed below. 

 

3.1.1 Title Page )(  (Page du Titre) 

ü Required 

ü Not numbered but first page of the thesis. 

ü Content: full official title of thesis; candidateôs full name; precise use of the full 

name of the degree; and date (month and year) of final submission. 

ü English: Format Appendix E / Sample Appendix F 

ü French: Format Appendix O / Sample Appendix P 

ü Arabic: Format Appendix S / Sample Appendix T 

 

3.1.2 Signature Page  (Forme dôApprobation) 

ü Required. 

ü Numbered but placed as second page after cover page. 

ü This is to certify that the Thesis Jury members have granted their approval as to the 

final version of the submitted material. As such, the student and the supervisor both 

hold responsibility for the format and content of the thesis. 

ü Your name must appear exactly as it does on your Title Page. 

ü Note that ñé and have found that it is completeéòis a continuation of the sentence 

that begins ñThis is to certify that I have examinedéò, and should therefore remain 

as a lower case letter ñaò. Microsoft Word will always change it to a capital ñAò, and 

you will have to override that. 

ü The number of signature lines can be adjusted according to the size of your Jury. 

ü ONLY include facultiesô degrees with their names on the Signature Pageïsimply 

type their names beneath the lines you create for signatures followed by their degree. 

ü English: Format Appendix G / Sample Appendix H 
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ü French: Format Appendix Q / Sample Appendix R 

ü Arabic: Format Appendix U/ Sample Appendix V 

 

3.1.3  Acknowledgements  (Remerciements) 

ü Required: not more than one page. 

ü Content: brief statement of appreciation or recognition for special assistance. 

ü Sample Appendix I 

 

3.1.4  Abstract )(  (Résumé) 

ü Required: maximum length of 300 words. 

ü Content: It is a brief summary of the contents of the thesis which must be self-

contained, and complete when read. It should contain statements of the problem 

(ówhyô), the methods (óhowô), the results (ówhatô), and the conclusions. 

ü This part is written last, and is then placed at the beginning of the thesis. 

ü No reference to tables, figures or other works. 

ü Sample Appendix J 

 

3.1.5  Table of Contents )(  (Table de Matières) 

ü Required: for thesis to be used efficiently. 

ü Lists all parts of the thesis except title page and signature page. 

ü Arabic numbers are used to distinguish parts; Hindi numbers for Arabic texts. 

ü Wording and numbering should be consistent with the text. 

ü Content: Should provide an overview of the thesis structure by providing main 

headings and subheadings. 

ü Sample English: Appendix K  Arabic: Appendix W 

 

3.1.6  List of Abbreviations Glossary or Abbreviations )(  

(Liste de Glossaire et Abbreviations) 

ü Required: used to explain symbols and nomenclature (names for things in a 

particular field) in alphabetical order. 

ü Sample Appendix L 
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3.1.7 List of Symbols and Nomenclature ( ) (Liste de 

Symboles et Nomenclature) 

ü Optional: used to explain symbols and nomenclature (names for things in a 

particular field) in alphabetic order. 

ü Page layout similar to Glossary. 

 

3.1.8  List of Tables )(  (Liste de Tables) 

ü Required: if document contains illustrations and tables. 

ü Content: caption must contain title and number of the table. 

ü Scanned or downloaded materials have to be cited in captions example, (Richards, 

1993) 

ü Sample: Appendix M 

 

3.1.9  List of Figures )(  (Liste de Figures) 

ü Required: if document contains figures. 

ü Content: caption must contain title and number of the figure. 

ü Scanned or downloaded materials have to be cited in captions example, (Richards, 

1993). 

ü The size of figures and images has to be relative to the details portrayed. 

ü Page layout similar to List of Tables 

 

3.2  Body of the Thesis (  (Corps du sujet) 

This is the substance of the thesis, the detailed written statement of your research. 

The internal organization of this material into chapters, sections and subsections is up to 

you and your thesis-supervisor (Sample English: Appendix N / Arabic: Appendix X). 

Each chapter should begin on a new page while the pagination is continuous and 

placed at the top right-hand side of the page  

Line spacing is double space. Paragraph spacing is one blank line between headings 

and subheadings. There should be variations in font size for headings and subheadings 

while body font is regular and 12 pt (refer to section 2.5). 

 

3.3  Conclusions / ϣгϦϝϷЮϜ / Conclusion 



19 

 

State, with no elaboration, the specific conclusions you have reached regarding the 

results. Do not imply any more certainty than you actually have regarding these 

conclusions.  If you are not sure, say so. 

 

3.4 List of References/Works Cited (ϼϸϝЋгЮϜм ЙϮϜϽгЮϜ ϥϡϪ) (Liste des 

Références) 

Citing references is a very important part of research and requires attention to detail. 

Your reference list will contain complete entries for each source of information used in the 

development of the argument, research and/or experiment, and in the interpretation of the 

data, including sources of charts, figures and images.  

Citations not only document your research but they allow the reader to access your 

sources for further investigation. When citing sources you must follow the format of a style 

manual. You cannot choose which pieces of information you will include and the way in 

which you format that information. 

The following rules will apply to any style manual: 

ü You should not combine styles or change within the document from one style 

of citation to another one. 

ü The style Manuals show you the proper abbreviations, capitalization and 

punctuation to be used in citations. 

ü You must follow the format shown; you cannot add extra pieces of 

information, nor should you change the order of the information given. (e.g. If the 

title of a book is shown in the example as being underlined, you will need to do 

the same in your citation. You do not have the choice whether or not to underline 

ï you must follow the example.) 

ü The form of citations for references should closely follow the style adopted by 

your discipline: 

QUICK NOTES: The Modern Language 

Association (MLA) Style Manual 

Theology, Literature, Philosophy, History, 

Langauges and Translation 
QUICK NOTES: American Psychological 

Association (APA) Style Manual for the 

Faculties of Faculties of Social Sciences, 

Business & Management and Sciences 

Education, Physical Education, Mass 

Communication, ELT, Psychology, Political 

Science, Business, Economics, Biology, 

Chemistry, Computer Science, 

Mathematics, Environmental Sciences, 
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Food Technology 

QUICK NOTES: American Psychological 

Association (APA) Style Manual for the 

Faculties of Engineering and Medicine 

Engineering, Biomedical Sciences 

American National Standards Institute style 

adopted by the American National Library 

of Medicine (NLM) 

Clinical Laboratory Sciences 

 

ü You can refer to the QUICK NOTES related to the adopted citation style 

available in the UOB Bookshop or on reserve in the Library or it can be downloaded 

from the UOB website: http://www.balamand.edu.lb/english/Library/gradguide.html 

 

3.5 Appendices (Хϲыв) (Appendices) 

The appendices contain any material which obstructs the smooth development of the 

text of the thesis, but is important to justify the results. It is material or data that is very 

detailed and lengthy to be included in the main body of the thesis, but which should be 

available for examination by the examiners to convince them sufficiently. Examples 

include immense tables of data, interview samples, questionnaire questions, lengthy 

mathematical proofs or derivations, etc. 
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CHAPTER 4 

CHECKLIST  

 

(Check ALL the items below before submitting the final version of your thesis) 

 

4.1 English 

4.1.1 Format 

_____ Title page includes all the required information and name of the institution in full as 

University of Balamand. 

_____ Abstract page is prepared in correct format and not more than one page in length; 

about 300 words in length. 

_____ All required parts of the thesis have been included and are in the correct order. 

_____ Original (not photocopied) signatures of thesis exam committee and candidates 

appear on all required documents. 

_____ Margin dimensions, indentations, spacing and pagination are correct.  

_____ Preliminary pages are numbered in lower case Roman numerals at the bottom center 

of the page. Number is omitted from title page. 

_____ Beginning with Chapter I, or with the Introduction, all pages of text are numbered 

continuously. 

_____ Style of bibliographic references is consistent and follows the correct citation style. 

_____ Careful proof-reading has been done to check format of pages and for typographical 

errors.  

_____ Paper is of required quality. 

 

4.1.2 Procedures  

_____ One copy of the thesis is within a large enough envelop (title page attached on the 

outside) or zip folder. 

_____ Submit two electronic copies 

_____ Sign and submit the Agreement Form for the University of Jordan Library 

Depository. 

_____ Submit all the required number of copies of additional materials. 

_____ Submit final clearance form to the Dean for grade release (Appendix T). 
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4.2 Arabic 
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Appendix A: Thesis Completion Clearance Form 

University of Balamand Libraries 

Thesis Completion Clearance Form 

 

To be signed by all responsible parties after the defense and the required corrections are made; 

then submitted to the office of the Dean of the Faculty. When the form is submitted, the grade for 

the thesis will be sent to the Registrar. 

 

To be completed by student: 

Name of student: ____________________________________________________________ 

ID#______________________ Signature: ________________________________________ 

Department: ________________________________________________________________ 

Faculty: ___________________________________________________________________ 

Date: Final Version Submitted on: (DD-MM-YY): ___________________________________________ 

Permission to Copy: 

I, _____________________________, hereby submit this thesis/project to the University of Balamand as 

partial fulfillment of the requirements for a Masterôs degree. I agree to abide to the laws of intellectual 

property as stated in Item 1.3 of the Faculty Policy and Style Manual. I agree that the UOB Libraries may 

make it available to use in accordance with its regulations governing materials of this type. I further agree 

that quoting, photocopying, digitizing or other reproduction of this document is allowed for private study, 

scholarship (including teaching) and research purposes of a nonprofit nature. No copying which involves 

potential financial gain will be allowed without written permission of the author. 

 

To be completed by the Thesis Supervisor: 

Student has successfully fulfilled the requirements for a Masterôs degree from the Faculty of 

___________ in the Department of ____________________________________________, including: 

Completed all course work with a passing grade; 

Wrote a thesis of acceptable quality; 

Successfully defended the thesis in front of the examining jury. 

I have reviewed the above student's thesis and the final version has been completed satisfactorily. 

Publication Approval: YES as is presented  YES with modifications No 

Name of the Thesis Supervisor: ______________________________________________ 

Date: _________________ Signature: ____________________________________ 

(DD-MM-YY) 

 

To be completed by the Librarian: 

Thesis meets the specifications as set out in the Graduate Policy and Style Manual. 

 Have received:  

 Final approved manuscript 

One CD of the Thesis has been received 

Signature page with required signatures 

Name of the Librarian: ______________________________________________ 

Date: _________________ Signature: ____________________________________ 
(DD-MM-YY)  
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Appendix B: Project Completion Clearance Form 

University of Balamand Libraries 

Project Completion Clearance Form 

To be signed by all responsible parties after the defense and the required corrections are made; then 

submitted to the office of the Dean of the Faculty. When the form is submitted, the grade for the project will 

be sent to the Registrar. 

To be completed by student(s): 

Names of students: _________________________ _________________________ _________________________ 

ID# ____________________ ____________________ ____________________ 

Signature    

 

Department: ________________________________________________________________ 

Faculty: Business and Management 

Date Final Version Submitted on: (DD-MM-YY): ___________________________________________ 

Permission to Copy: 

We, the above signed, hereby submit this project to the University of Balamand as partial fulfillment of the 

requirements for a Masters degree. We agree to abide to the laws of intellectual property as stated in Item 

1.3. I agree that the UOB Libraries may make it available to use in accordance with its regulations 

governing materials of this type. I further agree that quoting, photocopying, digitizing or other reproduction 

of this document is allowed for private study, scholarship (including teaching) and research purposes of a 

nonprofit nature. No copying which involves potential financial gain will be allowed without written 

permission of the author. 

To be completed by the Project Supervisor: 

Students have successfully fulfilled the requirements for a Master degree from the Faculty of Business 

and Management in the Department of ____________________________________________, including: 

Completed all course work with a passing grade; 

Wrote a project of acceptable quality; 

Successfully defended the project in front of the examining jury. 

I have reviewed the above studentsô project and the final version has been completed satisfactorily. 

Publication Approval: YES as is presented  YES with modifications No 

Name of the Project Supervisor: ______________________________________________ 

Date: _________________ Signature: ____________________________________ 

(DD-MM-YY) 

To be completed by the Librarian: 

Project meets the specifications as set out in the Graduate Policy and Style Manual. 

 Have received:  

 Final approved manuscript 

One CD of the Project has been received 

Signature page with required signatures 

Name of the Librarian: ______________________________________________ 

Date: _________________ Signature: ____________________________________ 

(DD-MM-YY) 
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Appendix C: Heading and Subheadings 

CHAPTER 3 

STATISTICS AT SQUARE ONE 

 

3.1 Populations and Samples 

3.1.1 Populations 

In statistics the term "population" has a slightly different meaning from the one given 

to it in ordinary éééééééé.ééé...éééééééé..ééééé 

 

3.1.2 Samples 

A population commonly contains too many individuals to study conveniently, so an 

investigation is ééé. 

 

3.1.2.1 Standard error of the mean 

If we draw a series of samples and calculate the mean of the observations in each é. 

 

éééééésample the estimate of the standard error of the mean, ééé... 

 

3.1.2.2 Standard error of a proportion or a percentage 

Just as a standard error associated with a mean can be calculated, so a standard error 

associated with a percentage or a proportion be calculated: 

 

3.1.2.2.1 The standard error: 

The standard error associated éééééééééééééééééééé 

 

Level 1: CENTERED 

UPPERCASE; Font 

size 14; Style: Bold 

Level 3: Upper and 

Lower Case; Font size 

12; Style: Italics 

Level 4: Upper and 

lower case; Font size 12; 

Style: Underlined 

Level 5: Upper and 

lower case; Font size 12; 

Style: Regular 

Level 2: Upper and Lower 

Case; Font size 14; Style: 

Regular 
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Appendix  D: Oversize Figures 

 

 

 

 

 

 

 

 

 

 

 

 

 

Table 2.3: The Ethnicity and Occupations of Members of Hammond's Middle Class in 1891 who Remained in Hammond until 1900 [4]. 

        

  1891 

Remained 

1900 

Percent 

Remained 

German American 

Other 

Foreign-Born 

        

 Saloonkeeper 67 49 73% 35   6   8 

 Grocer/Butcher/Baker 65 35 54% 28   5   2 

 Dry Goods Merchant 31 16 52% 13   1   2 

 Other Merchant 26   6 23%   3   2   1 

 Total 189 106 56% 79 14 13 

        

 Livery/Blacksmith/Hardware/Express 31 17 55%   7   8   2 

 Building Contractor 36 19 53%   9 10 -- 

 Total 67 36 54% 16 18   2 

        

 Real Estate/Insurance 27 15 56%   6   6   3 

 Physician/Dentist 19   6 32% --   6 -- 

 Lawyer 11   6 55%   1   5 -- 

 Clergy/Teacher 39 16 41%   2   9   5 

 Manager/Clerk/Bookkeeper 64 16 25%   8   6   2 

 Total 160 59 37% 17 32 10 

        

 Total 416 201 48% 112 64 25 

  

  

The top and the title of the figure or table should run 

vertically along the left margin of the page. 

Page numbers on such figures or 

tables must be positioned in the 

same place on the page as on text 

pages that is the footer margin. 

 

This can be added by creating a 

Text Box from the Drawing 

toolbar 
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Appendix E: Title Page Format (English) 

 

 

COMPLETE TITLE ALL I N CAPITAL LETTERS  

 

 

By 

Full name spelled out, no initials 

 

 

 

 

 

 

 

A thesis submitted to the Department of -------- in partial fulfillment of the requirements 

for the degree of Master of _____ in _____ (available in Section 1.3) 

 

 

 

Faculty of _____ 

University of Balamand 

 

 

 

 

Month of Submission and Year 

 

 

Copyright © Year and Full name spelled out as appears above (no initials) 

All Rights Reserved 

 

Right margin: 

2.5 cm 

Top margin: 2.5 cm 

Bottom margin: 2.5 cm 

Line Spacing of page: 1.5; 

Centered 

Font size 14; 

Style: Bold 
Four blank entries: 

(¶) 

 

Left margin: 

3.0 cm 
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Appendix F: Title Page Sample (English) 

 

 

COMPARING  THE CONFORMITY CHARA CTERISTICS OF 

RETARDED CHILDREN IN REGULAR C LASSES TO THOSE IN 

SPECIAL CLASSES 

 

 

By 

Rachel Stevenson 

 

 

 

 

 

 

A thesis submitted to the Department of Environmental Sciences in partial fulfillment of 

the requirements for the degree of Master of Science in Environmental Sciences 

 

 

 

Faculty of Sciences 

University of Balamand 

 

 

 

May 2011 

 

 

Copyright © 2011 Rachel Stevenson 

All Rights Reserved 
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Appendix G: Signature Page Format (English) 

 

University of Balamand 

Faculty of ___________ 

 

This is to certify that I have examined this copy of a Masterôs thesis by 

 

[Your name as it appears on the Title Page] 

 

 

and have found that it is complete and satisfactory in all respects, 

and that any and all revisions required by the final 

examining Jury have been made. 

 

 

JURY MEMBERS: 

 

Approved: ____________________________[Signature]___________ 

Thesis Supervisor or President Name, Title 

Supervisor / President of the Jury 

 

Approved: ____________________________[Signature]___________ 

External Examinerôs or Moderatorôs Name, Title 

First External Examiner / Moderator 

 

Approved: ____________________________[Signature]___________ 

External Examinerôs or Moderatorôs Name, Title 

Second External Examiner / Moderator 

 

Date of thesis or project defense: _____[Month Day, Year]_______ 

Line Spacing of page: 1.5 
Font size 16; 

Style: Bold; 

Centered 

Centered 

exactly in this 

format  

Instructional information is placed in brackets [ ] to help you format your 

document. Do not include bracket in the original format. 

Font size 12 

Page numbering: PRELIMINARY: Roman 

numbers begin with ñiiò and Header 1.25 cm 

Font size 14; 

Style: Bold; 

Centered 
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Appendix H: Signature Page Sample (English) 

 

University of Balamand 

Faculty of Sciences 

 

 

This is to certify that I have examined this copy of a Masterôs thesis by 

 

Rachel Stevenson 

 

and have found that it is complete and satisfactory in all respects, 

and that any and all revisions required by the final 

examining jury have been made. 

 

JURY MEMBERS: 

 

Approved:   SRichardson  

Samuel Richardson, Ph.D. 

President of the Jury 

 

Approved:    ANNAARDIS 

Ann Ardis, Ph.D. 

External Examiner 

 

Approved:   David Lowe  

David Lowe, Ph.D. 

Supervisor 

 

 

Date of thesis defense: May 31, 2011 
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Appendix I : Acknowledgements (English) 

 

ACKNOWLEDG EMENT S 

 

This thesis could not have been written if it were not for the contribution and 

encouragement of various people and organizations. 

The authors first wish to thank the thesis supervisor, Dr. Samuel Richardson, for his 

extensive advice and support, and Drs. Ann Ardis and. David Lowe, who first suggested 

and discussed the topic. 

Gratitude also to the staff at the Computer Masters Lab and Atef Danial Library. 

This thesis would have never been completed without the encouragement and devotion of 

family and friends. 

 

 

 

 

 

Alignment centered; Font size 

14; style bold 

 

Text alignment of 

body justified ; Font 

size 12; style 

regular; Line 

Spacing of pg: 1.5 

Top 

margin: 

2.5 cm 

Left margin: 3  cm 

Alignment centered; Font size 

14; style bold 

 

Paragraph indentation: 1 cm 

Right margin: 

2.5 cm 
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Appendix J: Abstract (English) 

 

ABSTRACT 

 

The purpose of this study is to compare the conformity characteristics of retarded 

children in regular classes to the conformity characteristics of retarded children who had 

spent two or more years in special classes for the mentally retarded. An experimental 

situation was devised in which each group was subjected to pressure from four other 

classmates to deny perception of abstract and verbal stimuli. Each subject had previously 

been measured in reference to his ability to perceive these stimuli accurately. 

Increments in errors were observed and interpreted as the result of pressure to 

conform. When conformity to the total series of stimuli was compared between the two 

groups, no differences were found. Differences were found, however, in the degree to 

which the groups yielded in reference to the verbal stimuli. 

It is suggested that differential reactions are in part a function of the ability of the 

stimuli to elicit transfer reactions, and that this ability is based on previous experience. The 

results suggest that differences exist between these two groups of children in the degree to 

which they conform when the stimuli are capable of eliciting such transfer. 

Alignment centered; Font size 

14; style bold 

 

Paragraph indentation: 1 cm 

Text alignment of 

body justified; Font 

size 12; style 

regular; Line 

Spacing of pg: 1.5 

Top 

margin: 

2.5 cm 
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Appendix K: Table of Contents (English) 

 

TABLE OF CONTENTS  

 

ACKNOWLEDGEMENTS  iii  

ABSTRACT iv 

TABLE OF CONTENTS v 

LIST  OF ABBREVIATIONS   

L IST OF TABLES  

LIST OF FIGURES  

CHAPTER 1: INTRODUCT ION 1 

1.1 Historical Development of Amorphous Alloys 1 

1.2 Coercive Force: Origins and Significance 10 

1.2.1 Strain Theory 12 

1.3 Projection of Current Work 30 

CHAPTER 2: MATERIALS &  METHODS 35 

2.1 Projection of Current Work 37 

2.1.1 Measuring Powders 39 

2.2 Irradiation of Current Work 50 

2.2.1 Sample Holder 52 

2.2.2 Van de Graaff Accelerator 57 

2.2.2.1 Ion source 59 

CHAPTER 3: RESULTS 74 

CHAPTER 4: DISCUSSION 80 

CHAPTER 5: CONCLUSION AND REC OMMENDATIONS  86 

LIST OF REFERENCES 90 

APPENDIX A: Density Calculations 95 

APPENDIX B: TABLE 3.1: L imited Samples 96 

Line Spacing of 

page: 1.5 
Alignment centered; Font size 

14; style bold 

 

Page numbering: 

Lower case Roman 

Preliminary pages and 

Chapter Headings: 

Font size 12; style bold 

Ordering: List of References 

before Appendices 
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Appendix L : Sample ñList of Abbreviationsò 

 

LIST OF ABBREVIATIONS  

 

ABA Applied Behavioral Analysis 

AB Adaptive Behavior 

BM Behavior Modification 

CB Continuous Baseline 

CRS Continuous Reinforcement Schedule 

Diseq Disequilibriation 

Dishab Dishabituation 

EC Ecological Congruence 

Eq Equilibriation 

FR1 Fixed Ratio ï One 

Hab Habituation 

O.P. Cond. Operant Conditioning 

RM Reinforcement Menu 

RTM Responsive Teaching Method 

SC Stimulus Control 

 

Text Font: 12; Style: Regular; 

Spacing: 1.5; Alignment; Justified 

List arranged 

alphabetically; Font: 12; 

Alignment: Justified 
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Appendix M: Sample ñList of Tablesò 

 

LIST OF TABLES  

 

Table 2.1 Bounds for the Standard Deviation of the Estimates of the 

Autocorrelation Coefficients 

23 

Table 2.2 Relative Increase in Mean Square Forecasting Error Resulting from 

Misspecification of a Fractional Noise 

25 

Table 3.1 Log-Periodogram Regression Test 36 

Table 5.1 Log-Periodogram Regression Test-Simulation 52 

 

 

 

 

Draw a three-celled Table with Cell 1: Table 

number; Cell 2: Table Title; Cell 3: Page in 

text. 
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Appendix N: Body of Thesis Sample (English) 

 

CHAPTER 3 

STATISTICS AT SQUARE ONE 

 

3.1. Populations and Samples 

3.1.1 Populations 

In statistics the term ñpopulationò has a slightly different meaning from the one 

given to it in ordinary speech. It need not refer only to people or to animate creatures - 

the population of Britain
1
, 

ééééééééééééééééé..éééééééé..... 

éééééééééééééééééééééééééééééééééé

ééééééééééééééééééééééééééééé...é.. 

Although a statistician should clearly define the population he or she is dealing 

with, they may not be é..population of éééééééééééThey are often 

denoted by é 

ééééééééééééééééééééééééééééé 

 

3.1.2 Samples 

éééééééééé.A limited table is given in Table 3.1 (Appendix C), 

and more extensive ones have been published (Taylor, 1990). 

ééééééééééééé 

ééééééA full discussion of the topic is beyond the scope of this book, 

but guidance is readily available (Kelley, 2005). In this book ééééé 

 

3.1.2.1 Standard error of the mean 

If a series of samples were drawn and calculated the mean of the observations in 

each, ééééééééééééé. 

To calculate the standard errors of the two mean blood pressures the standard 

deviation of each sample is divided by sample. 

                                                 
1
  Footnote is entered here; and font is 10pts. 

Use correct format for 

all headings and 

subheadings 

Refer to Section 2.5 

Line Spacing of 

page: Double & Text 

Alignment: Justified 

Left 

margin: 3 

cm 

Footnote numbering: 

Superscript 

Paragraph indentation: 1 cm 

One blank space between sections 

Footnote: Font size 10; style regular 

In -text citation 

Page numbering: TEXT: Arabic numbers 

begin with ñ1ò and Header 1.25 cm 
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Table 3.2 Mean Diastolic Blood Pressures of Printers and Farmers 

 Number Mean diastolic blood 

pressure (mmHg)  

Standard deviation 

(mmHg) 

Printers 72  88 4.5 

Farmers 48 79  4.2 

 

3.1.2.2 Standard error of a proportion or a percentage 

The text is continued directly after the insertion of a table or a figure on a new 

page ééééééééééééééééééééééééééééééé 

ééééééééééééééééééééééééééééééééé. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.1: Age Distribution of Sample (Dawn, 1999) 

The title and numbering are 

placed BELOW  the figure 

and as close as possible. 

Font size: 10 pt; style bold; 

centered. 

Figures are inserted immediately 

after their first mention in the 

text. 

Tables are inserted immediately after 

their first mention in the text. 

The title and numbering are 

placed ABOVE the table 

and as close as possible. 

Font size: 10 pt; style bold; 

centered. 

Use in-text citation if the figure, 

image or graph is not your 

original production  
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Appendix O: Title Page Format (French) 

 

 

 

 

TITRE EN LETTRES MAJUSCULES  

 

 

 

 

 

Par 

Nom et Pr®nom de lô®tudiant en toutes lettres, sans initiales 

 

 

 

 

 

 

 

Mémoire présenté au Département de -------- en vue de 

lôobtention dôun Mast¯re 

 

 

Faculté des Lettres et des Sciences Sociales 

Université de Balamand 

 

 

 

Date de Soumission (Mois et année)  

 

 

Copyright © Année Nom en toutes lettres comme il apparaît ci-haut (sans initiales) 

Tous Droits Réservés 

Line Spacing of page: 1.5; 

Centered 

Font size 14; 

Style: Bold 

Four blank entries: 

(¶) 

 

Font size 12 

 

Instructional information is placed to help you format your 

document. 

Not numbered, but 

considered as pg 

no. i 
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Appendix P: Title Page Sample (French) 

 

 

AMELIORATION DE L'ES TIME DE SOI CHEZ DES  

ADOLESCENTS OBESES A TRAVERS UN ENTRAINEM ENT 

PHYSIQUE SPECIALISE  

 

 

 

 

Par 

Suzanne Roche 

 

 

 

 

 

 

Mémoire présenté au Département d'Education Physique 

en vue de l'obtention d'un Mastère 

 

 

 

Faculté des Lettres et des Sciences Sociales 

Université de Balamand 

 

 

Janvier 2005  

 

 

Copyright © 2005 Suzanne Roche 

Tous Droits Réservés 
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Appendix Q: Signature Page Format  (French) 

Université de Balamand 

Faculté des Lettres et des Sciences Humaine 

 

 

Je certifie que jôai examin® ce Mast¯re de ma´trise pr®par® par 

 

[Nom et Pr®nom de lô®tudiant en toutes lettres, tels quôils appara´ssent 

page de couverture] 

 

et que je lôai trouv® complet et satisfaisant ¨ tous les ®gards, 

et quôil a int®gr® toutes les r®visions n®cessaires demande®s par le jury. 

 

 

MEMBRES DU COMITE: 

 

Admis: ____________________________[Signature]___________ 

[Nom du Docteur en toutes lettres, grades/titres/fonction] 

Directeur de Mémoire 

 

Admis: ____________________________[Signature]___________ 

[Nom du Docteur en toutes lettres, grades/titres/fonction] 

Premier Rapporteur 

 

Admis: ____________________________[Signature]___________ 

[Nom du Docteur en toutes lettres, grades/titres/fonction] 

Second Rapporteur 

 

 

Date de soutenance du mémoire: _________[Jour, Mois , Année] ________ 

 

Line Spacing of page: 1.5 

Font size 16; 

Style: Bold; 

Centered 

Centered 

exactly in this 

format  

Instructional information is placed in brackets [ ] to help you format your 

document. Do not include bracket in the original format. 

Font size 12 

Font size 14; 

Style: Bold; 

Centered 
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Appendix R: Signature Page Sample (French) 
 

Université de Balamand 

Faculté des Lettres et des Sciences Humaine 

 

Je certifie que jôai examin® ce m®moire de Mast¯re pr®par® par 

 

Suzanne Roche 
 

et que je lôai trouvé complet et satisfaisant à tous les égards, 

et quôil a int®gr® toutes les r®visions n®cessaires demande®s par le jury. 

 

 

MEMBRES DU COMITE: 

 

Admis:    Antoine Yves 

Antoine Yves, Doctorat 

Directeur de Mémoire 

 

Admis:   MCFrancois  

Marie Claude Francois, Doctorat 

Premier Rapporteur 

 

Admis:   Jean Louis Pasteur  

Jean Louis Pasteur, Doctorat 

Second Rapporteur 

 

 

 

 

Date de soutenance du mémoire: 21 Janvier 2005 

Line Spacing of page: 1.5 

Font size 16; 

Style: Bold; 

Centered 

Centered 

exactly in this 

format  

Font size 14; 

Style: Bold; 

Centered 
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Appendix S: Title Page Format (Arabic)  
 

 

 

 

 

 

 

 

 

 

----------- 

 

 

 

©

Line Spacing of 

page: 1.5; Centered 

Font size 18; 

Style: Bold 

Two blank entries: (¶) 

Instructional  information is placed to help you format your document. 

Font size 16 
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Appendix T: Title Page Sample (Arabic)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

© 
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Appendix U: Signature Page Format (Arabic)  

 

 

][ 

 

 

 

][ 

][

 

][

][

 

][

][

 

 

][ 

 

Line Spacing of page: Single 

Font size 24; Style: 

Bold; Centered 

Centered 

exactly in this 

format  

Instructional information is placed in brackets [ ] to help you format your 

document. Do not include bracket in the original format. 

Font size 16 

Font size 20; Style: 

Bold; Centered 
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Appendix V: Signature Page Sample (Arabic)  
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Appendix W: Table of Contents (Arabic)  

 

 iii 

 iv 

  

 v 
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Appendix X: Body of the Thesis Sample (Arabic)  

 

 

 

..........

ééééééééééééééééééééééééé

ééééééééééééééééééééééééé

ééééééééééééééééééééééééé 

                                                 

   font size 12pts  

The title and numbering are 

placed ABOVE the table 

and as close as possible. 

Font size: 10 pt; style bold; 

centered 

Use correct format for 

all headings and 

subheadings 

Refer to Section 2.5 

Line Spacing of 

page: 1.5 & Text 

Alignment: Right  

Footnote numbering: 

Superscript 

Paragraph indentation: 1 cm 

One blank space between sections 

Page numbering: TEXT: Hindi numbers begin with ñ1ò and Header 

1.25 cm 

Footnote: Font size 12; style regular 
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 éééééééééééé

ééééééééééééééééééééééé. 

 

    

      

      

     

      

 

 

 

 

 

 

 

 

The title and numbering are 

placed ABOVE the table 

and as close as possible. 

Font size: 13 pt; style bold; 

centered The title and numbering are 

placed BELOW the figure 

and as close as possible. 

Font size: 13 pt; style bold; 

centered 

 

Use in-text citation if the figure, 

image or graph is not your 

original production  
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Appendix Y1: Computer Skills for Formatting the Document 

1. Page set up: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Paragraph Formatting of Preliminary Pages & Appendices: 

Setting of margins 

Page size: A4 

Setting of headers & 

footers 
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3. Paragraph Formatting of Body of the Text Pages: 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Paragraph Formatting of List of References/Works Cited: 
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5. Tables 

5.1 To Fit Table to Margins 

5.1.1 Type the centered title of the numbered table in bold and font size 10 below the table. 

 

 

 

 

 

 

 

 

 

 

5.1.2 Select the table by clicking on the       box at the top left-hand corner of the table. 

5.1.3 Click on the right-hand button of the mouse. 

5.1.4 Scroll down to AUTO FIT  Č Choose Auto fit to Window  
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5.2 To Place the Table in the Center 

5.2.1 Select the table by clicking on the       box at the top left-hand corner of the table. 

5.2.2 Click right-hand button of the mouse. 

5.2.3 Scroll down to Table Properties 

 

5.2.4 On the Table tab Č Alignment Č Center 
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6. Figures 

6.1 To Fit Figure to Margins 

6.1.1 Type the centered title of the numbered figure in bold and font size 10 below the 

figure. 

 

6.1.2 Click on the figure and click on the right-hand button of the mouse. 

6.1.3 Scroll down to Size and click 
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6.1.4 Resize the picture to have the Width 13cm; the Height is not an issue 

 

 

6.1.5 On the toolbar at the top, Picture Tools Č Format Č Arrange Č Align Č Align 

to Margin  
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6.2 To Place the Figures in the Center 

6.2.1 Click on the figure 

6.2.2 Click on the Center text button in the toolbar (see below) 

 

 

6.3 To Draw Borders for the Figures 

6.3.1 Click on the figure 

6.3.2 Choose Format Picture 
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6.3.3 Click on Line Color Č Choose Solid Line Č Choose Color ñBlackò Č Click on 

Close 

 

 

7. Sources: The source of any item not your production should be cited according to the 

style you are using for your References. 
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Appendix Y2: Formatting M athematical Expressions/Equations 

 

Add an equation 

1. Click where you want to add an equation. If you want the equation to be centered on a 

new line, press ENTER.  

2. On the Insert tab, in the Symbols group, click the arrow next to Equation.  

3. Click a built-in equation or click Insert New Equation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Once you have created the equation and calculated the results, enter a tab and a number 

New Equation 

Choose one 

OR 
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EQUATION   INSERTED TAB   EQUATION NUMBER 

ὴ ‎  

Џ

Џ

 (2.3) 

 

5. Click on the Insert tab, in the Table group, click on Convert text to Table.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Choose Table Size Č Number of columns: 2 

TAB 
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AND Separate text at Č Tabsò == 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click a built-in equation or click Insert New Equation. 

 

ὴ ‎  

ὴ
Џ‎
‎Ӷ

ς
‎‎Ӷ
Џ

 

(2.3) 

 

6. Align Number to the border of the page margin by dragging the separating line 

7. And select the equation to align in Center of box 

ὴ ‎  

ὴ
Џ‎
‎Ӷ

ς
‎‎Ӷ
Џ

 

(2.3) 

 

8. Select the table by clicking on the       box at the top left-hand corner of the table. 

9. Click right-hand button of the mouse. 


