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General Thesis Notes 

 

• Double-space the entire document. 

  

• Use 12-point Times New Roman font. Note that Style Sheet is in 10-point font to save space. 

  

• Margins: 

 

Top 
1½ inches for title page,  

1 inch for all other pages 

Left 1½ inches 

bottom, and right 1 inch  

 

• Write in the past tense.  You may use present tense in the Dedication, Acknowledgments, and 

Recommendations. 

  

• Numbers must be located at the bottom center of each page. 

 

Title Page through Abstract  
Lower case Roman numerals (do not put a 

number on the title page) 

Introduction through Appendixes Arabic numerals 

 

• Do not use personal pronouns and modifiers (I, me, my, we, us, our).  Use the third person (the 

student, this researcher, etc.). 

• Do not use bold type anywhere in the document.  Do not underline anything in the document. This 

includes figure and chart titles. 

• Within a paragraph or sentence, identify elements in a series by lowercase letters in parentheses 

(ex: (a) classrooms, (b) work sites, and (d) home offices). 

• To separate paragraphs in a series, such as itemized conclusions or steps in a procedure, use an 

Arabic numeral followed by a period. See example below: 

1. Schools surveyed students for… 

2. Teachers who responded…. 

3. Students who responded… 

4. Teachers and students who responded… 

• Use ½-inch paragraph indentations except in the Abstract and the References. 

1. The Abstract is one paragraph with no indentations. 

2. References require a ½-inch hanging indentation. 

• The titles of all major sections must be centered and written in all upper case letters. If subtitles 

are used within major sections, they must be centered and written in title case letters. 

• Space once after commas, colons, semicolons, and after periods that separate parts of a reference 

citation.  Space twice after punctuation marks at the end of sentences. 

• Perform a spelling and grammar check on the document before you submit it.  Do not rely totally 

on the software program to check spelling and grammar. 

• Tables and figures must be embedded in the body of the paper. 
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TITLE (upper case letters) 

 

 

 

 

 

By 

 

Name 

 

Master of Education 

in 

Divergent Learning 

Columbia College 

2008 

 

 

____________________________________________________ 

 

 

 

Submitted in Partial Fulfillment of the Requirements 

for the Degree of Master of Education in Divergent Learning 
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• The title of the study should be written in all upper case letters and should be 

double spaced.  It should be written as a statement and not as a question. 

• The title page should look like example below: 
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ABSTRACT 

 

• This section is the executive summary of the thesis.  It is similar to a literature review entry. 

• The abstract should be one paragraph and should not be indented. 
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DEDICATION 

 

• This page is optional and may be written in the present tense. 
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ACKNOWLEDGMENTS 

 

• This is where you may list those you want to thank.  This page is also optional and it may be 

written in the present tense. 



 7 

TABLE OF CONTENTS 

 

• Remember to list all headings and subheadings in the Table of Contents.  This includes all 

subheadings found under Review of the Literature. 
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LIST OF FIGURES AND TABLES 

 

• This section is similar to the Table of Contents.   

• List the figure or table number, title of the figure or table, and the page number of each figure and 

table included in the thesis. 

 

 



 9 

INTRODUCTION 

 

• This is the introduction to the topic (no heading for this subsection). 

• Identify the problem or area of interest. 

• Provide background information. 

 

Purpose Statement 

 

• State the purpose of the study. 

• Put the purpose in the form of one or more questions 

 

Importance of the Study 

 

• Tell why this study is important. 

 

Hypotheses 

 

• A hypothesis is not necessary in a qualitative study, but can be used. 

 

Definition of Terms 

 

• List as used in the context of your study. 

• List all the important terms. 

• Briefly describe each term using one or two complete sentences. 
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REVIEW OF THE LITERATURE 

 

• You must have a minimum of 30 empirical references in the ROL and  at least 12-15 pages. 

• What have other researchers found about your topic?  Describe empirical research related to your 

topic. When describing research studies, try to use one or two sentences to describe each of the 

following: (a) the question or purpose of the study, (b) the number and type of participants, (c) the 

treatment or conditions involved, (d) the type of measures, and (e) the results and conclusions. 

• Show all sides of the topic and proceed from general to specific. 

• "All we want are the facts, ma'am." (Report only the results of the research.  No personal opinions 

here.) 

• Use headings and subheadings to break up the text. If subheadings are used within major sections, 

they must be centered and written in title case letters. 

• Begin the Review of the Literature with a brief introduction of the topic (optional) and end the 

chapter with a brief Conclusion of the major points covered (mandatory).  The Introduction and 

Conclusion are generally about one paragraph in length.  
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METHODOLOGY 

 

Participants 

 

• Describe the people involved in your study. The reader should know ages, number, gender, ethnic 

makeup, socioeconomic status, and anything else you consider necessary to describe the subjects 

in your study. 

• Describe the environment in which the study occurred: classroom, school, and/or community. 

 

Materials 

 

• Describe any materials used in your research. If you are using a particular curriculum, product, or 

procedure, describe it fully. Include relevant examples in an appendix. Remember that the reader 

knows nothing about your topic. 

• Describe all types of measuring devices. If surveys, checklists, rubrics, or rating charts were used, 

describe them briefly, then include a sample in the appendix. 

 

Procedures 

 

• Describe the length of the study. 

• Describe how you collected the data, how much, and how often. 

• Use past tense in describing all aspects of your methodology and findings. Research always exists 

in the past, in a specific time and place. 

• If you use a special curriculum, technique, or procedure, let the reader know exactly what it is. 

This section should be described in such a way that one could pick up this chapter and replicate 

your procedures. 

 

Analysis 

 

• Describe how you organized and analyzed your data. 
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FINDINGS 

 

• Restate your research question(s). 

• Describe the data that answer the question(s). 

• Describe the themes, categories, and patterns. 

• Use illustrative examples for each category. 

• Use tables, graphs, figures, and artwork as necessary. 

• Use headings and subheadings to make the structure readily apparent. 
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DISCUSSION 

 

Overview of the Study 

 

• Restate the general purpose of the study and briefly describe how the results were obtained. 

 

Limitations of the Study 

 

• Describe those things that may have affected or hindered your findings. 

• Describe those things that you needed to change during the study, or things that did not go as 

expected. 

• Describe the limitations or applicability of the findings. 

 

Conclusions 

 

• Move beyond the data.  Tell what these results mean. 

Describe possible implications of the results. 

 

Recommendations 

 

• Describe how the results might be used in your classroom 

• Describe how the results might be used to bring understanding to other classrooms or situations. 

• Describe ideas for future research related to your research. 
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REFERENCES 

 

• List all references used in your thesis. 

• Every work that is cited in the text must be listed alphabetically in the References.  

• Every work that is listed in the References must be cited in the text. 

1. For reference citations in the text, use only the surname of the author and the year of 

publication. 

2. In the reference list, use the author’s surname and initials. 

• To cite the work of others, you must either paraphrase or use a direct quotation.  All paraphrases 

must be cited using the author’s(s’) name(s) and dates of publication.  All direct quotations must: 

1. be cited using the author’s(s’) name(s), dates of publication, and page number(s) from 

which the quote was taken. 

2. appear in quotation marks if the quote is 39 or fewer words. 

3. appear as an indented block without quotation marks if the quote is 40 or more words.  

The quotation must be indented ½ inch from the left margin.  Do not indent the right 

margin or justify the text. 

• When citing others, make every attempt to paraphrase instead of using quotations.  However, if 

you use three or more consecutive words from the author(s), you must cite by direct quoting. 

• The names of journals and books are italicized, not underlined.  Volume numbers are italicized.  

Issue numbers appear in parentheses and are not italicized.  Use issue numbers only if each issue 

in a volume begins with page one.  You must include both the first and last page numbers on 

journal article references. 

• Do not separate references on two different pages. 
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APPENDIXES 

 

• Attach items relevant to the study but that do not need to be in the main part of the text.  For 

example, you may attach a copy of a test that you used.  The appendix(es) must be arranged in the 

order that they are cited in the text. 

• Label appendixes with upper case letters (unless there is only one) in the order they are mentioned 

in the text.  The name of the appendix should be in title case letters.  List all appendixes with their 

titles, both in the Table of Contents, as well as on the individual title page of the appendix.  The 

appendix section should come after the references and must have a separate title page that says 

“APPENDIXES.” 
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APPENDIX A 

Name of Appendix
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APPENDIX B 

Name of Appendix 

 


