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[bookmark: _Toc313373536][bookmark: _Toc374013344]GENERAL REQUIREMENTS AND STRUCTURE OF THE THESIS
Formatting the thesis, the following general requirements must be followed:
1. The thesis must be typed on A4 white paper sheets printed on one side.
2. The minimal volume of the bachelor thesis is 50 pages. The minimal volume of the master thesis is 70 pages. All pages are counted excepting appendices.
3. Pages of the main sections must be maximally filled with text, figures, and/or tables. 
4. Pages must be numbered with Arabic numerals centred at the bottom of the page. Dash lines before and after page numbers are not allowed. Counting of pages starts from the title page, but the page number firstly appears on Introduction page.  
5. The thesis must be submitted in hardcover.

Table 1.1 displays the main parts of the thesis and their order.
Table 1.1. The main parts of the thesis
	No. 
	Part
	Explanation 

	1. 
	Title page
	The title page of the bachelor thesis must be formatted according to Appendix 1 of this document, the title page of the master thesis – according to Appendix 2.

	2. 
	Thesis accomplishment  and evaluation page
	The page must be formatted according to Appendix 3 of this document.

	3. 
	Abstract in Latvian language
	Abstract must consist of 3 parts:
1. 3-5 keywords characterizing the field of the research.
2. Short description of the content of the thesis including introduction into the research field, goal of the thesis, and results achieved. A reader of the thesis must understand from the abstract what the thesis is about, what problems were researched/solved and which results are achieved. References to other parts of the thesis and information sources are not allowed in the abstract. 
3. Data about volume of the thesis – number of pages, figures, tables, appendices, and information sources. 
The volume of the abstract must not exceed 1 page. 
An example of abstract formatting is given in Appendix 4 of this document.

	4. 
	Abstract in English language
	Translation of the abstract in Latvian to English.

	5. 
	Abstract in other foreign language
	Translation of the abstract in Latvian to other foreign language.

	6. 
	Table of content
	This part must display the structure of the thesis and must contain all 1st, 2nd, and 3rd level headings (starting from Introduction) together with page numbers. A formatting example of this part is Table of Content of this document.  

	7. 
	Introduction
	This section must include 3 parts:
1. Introduction into subject and topicality of the thesis.
2. Goal and tasks of the thesis.
3. Short description of each main section of the thesis and appendices.
The volume of this part is 1-2 pages.
An example of Introduction formatting is given in Appendix 6 of this document.

	8. 
	Main sections of the thesis
	The main sections of the thesis must contain description of the made research using scientific writing style and terminology of the field. The main sections must be formatted taking into account instructions given in Section 2 of this document.
Usually the thesis consists of 3 components: 
· theoretical research,
· analytical and/or design component,
· experiments or practical application component.

	9. 
	Conclusion
	This part:
· includes summary on the made research and achieved results (according to the goal and tasks defined),
· displays the author’s personal conclusions and findings instead of sentences generally known, trivial, and found in literature,
· if the author of the thesis has publications, presentations on conferences, and/or participation in scientific research projects, this must be clearly stated in this section.
The volume of this part is 1-3 pages.

	10. 
	Bibliography
	This is an alphabetically ordered list of information sources which are referenced in the thesis. The list must be formatted in accordance to instructions given in Section 3 of this document. 

	11. 
	Appendices (optional)
	Appendices contain additional information which is not included in the main sections of the thesis. 
Appendix 1 is “Definitions and abbreviations”. It contains explanations of concepts used in the thesis and full names of abbreviations (optional).
Other appendices can include, for example, a user manual of the developed software, detailed examples, a set of the developed diagrams, questionnaires. 


[bookmark: _Toc313373538][bookmark: _Toc374013345]FORMATTING OF TEXT AND OTHER ELEMENTS
The following settings must be followed in relation to text of the thesis: 
page orientation – portrait,
font – Times New Roman,
font size – 12,
text colour – black,
line spacing – 1,5,
indentation of the first line – 1,27 cm.
In special cases, when it is necessary to highlight a text fragment, italic or bold font style can be used.
[bookmark: _Toc374013346][bookmark: _Toc313373539]Formatting of the hardcover
Binding the thesis, its hardcover must be formatted according to an example given in Figure 2.1. There are 3 titles on the hardcover: Riga Technical University, type of the thesis (Bachelor Thesis or Master Thesis), and place and year of defence.
[image: IMG_0472]
Fig. 2.1. Formatting of the hardcover
[bookmark: _Toc374013347]Page size
A4 size with the following margins:
top – 30 mm,
left –  30 mm,
right –  20 mm,
bottom –  20 mm.
In special cases, for example, big figures or tables, a page can have landscape orientation.
[bookmark: _Toc374013348][bookmark: _Toc313373540]Section headings
The following requirements must be followed formatting section headings:
each 1st level heading starts on a new page and it must be centred,
no hyphens, no underlining, and no periods in headings,
headings must be numbered (excluding ABSTRACT, TABLE OF CONTENT, INTRODUCTION, CONCLUSION, BIBLIOGRAPHY),
a period must be placed after the number of a heading,
questions or exclamatory sentences are not allowed in headings,
headings of all sections (excluding ABSTRACT and TABLE OF CONTENT) must be included in Table of Content,
no titles at the end of a page, at least one text line must be put after a title at the end of a page (it is automatically resolved by adding a property to the heading style Keep with next).
Headings of sections must be formatted in the following way (Fig. 2.2. ):
1. The following settings must be applied to the 1st level headings: uppercase, font size 14, bold, centred, spacing before and after text 12 pt.
2. The following settings must be applied to the 2nd level headings: the first letter is a capital letter, all other letters are lowercase, font size 14, bold, centred, spacing before text 18 pt, spacing after text 12 pt. Numbers must include the number of the 1st level heading.
3. The following settings must be applied to the 3rd level headings: the first letter is a capital letter, all other letters are lowercase, font size 12, bold, centred, spacing before text 18 pt, spacing after text 12 pt. Numbers must include numbers of the 1st level and 2nd level headings.
1. TEXT FORMATTING
1.1. Page size
1.1.2. Indentation
[bookmark: _Ref316488946]Fig. 2.2. Formatting of headings
[bookmark: _Toc374013349]Section text
Section text must be formatted in the following way:
font – Times New Roman,
font size – 12,
line spacing – 1,5,
text alignment – justified,
indentation of the first line – 1,27 cm,
no empty lines between paragraphs,
sections/sub-sections of any level cannot be shorter than 1/3 of page,
sections/sub-sections cannot have only one sub-section inside them.
[bookmark: _Toc374013350]Lists
After an introductory sentence of a list, a colon must be put followed by text of a list item after a list item symbol at a new line. It is possible to use Arabic numerals or lowercase letters with right parenthesis behind them as list item symbols, for example, 1), 2) etc. or a), b) etc. (Fig. 2.3.  a), b)). It is possible also to use bullets (Fig. 2.3.  c)). Text after a list item symbol follows in lowercase and it must be separated from the previous list item by comma or semicolon (in case of broader text). A period must be put after the last list item. 
An Arabic numeral with a period after it can be used as a symbol of a list item. In this case after text of each list item a period must be put (Fig.2.3 d)) and text must be started with a capital letter.
It is possible to create multi-level lists (Fig. 2.3.  e)).
	Qwerty:
1) qwerty,
2) qwerty,
3) qwerty,
4) qwerty.
	Qwerty:
a) qwerty,
b) qwerty,
c) qwerty,
d) qwerty.
	Qwerty:
- qwerty,
- qwerty,
- qwerty,
- qwerty.
	Qwerty:
1. Qwerty.
2. Qwerty.
3. Qwerty.
4. Qwerty.
	Qwerty:
1) qwerty:
- qwerty,
- qwerty,
2) qwerty.

	a)
	b)
	c)
	d)
	e)


[bookmark: _Ref316043726]Fig. 2.3. Punctuation in lists: a) with Arabic numerals and ‘)’, b) with letters and ‘)’, c) with bullets, d) with Arabic numerals and ‘.’, e) a multi-level list
Left indentation of a list item symbol is 1,9 cm. Hanging is 0,63 cm. Moreover, in list items when text is longer than 1 line text must be aligned according to text of the first line. In multi-level lists, each lower level has its own left indentation: Level 2- 2,54 cm, Level 3 – 3,17 cm and so on.
It is necessary to take into account that a situation when a page finishes with an introductory sentence of a list but list items continue on the next page is not allowed.
[bookmark: _Toc374013351]Figures
For all graphical material included in the thesis – photos, drafts, schemas, drawings, diagrams, etc. – the same concept is used “figure”. Figures are enumerated in the framework of a section and each of them must have its own caption. The figure and its caption are centred. The caption of a figure is placed below the figure, it consists of: the word “Fig.”, the number, a period after the number, and figure’s caption without a period after it. Only the first letter in the title is a capital letter, all others are lowercase. Formatting of the figure’s caption: font size – 10, style – bold, centred. An example of figure formatting is given in Figure 2.4. Spacing before and after the figure caption is 6 pt.
[image: ]
[bookmark: _Ref316043886]Fig. 2.4. Title
Formatting figures, it is necessary to take into account the following aspects:
figures which size is smaller than the width of page must be centred,
text in figures must be readable,
in the text which is supplemented by a figure a reference to this figure must be provided using one of two ways: a) incorporating the reference into the text and writing ‘Figure’, for example: .... it is illustrated by a schema given in Figure 1.3...., or b) using parentheses and abbreviation ‘Fig.’, for example: The diagram (Fig.1.4) displays...,
a reference to a figure must be given before the figure itself,
a figure and its caption must be placed on the same page (such a situation when a figure is placed on one page but its caption on another page is not allowed),
if the thesis contains coloured figures, it is reasonable to print it using a colour printer. However, if a monochrome printer is used, then the student must check if information highlighted by colours is not lost (for example, such a situation when there is a description in text that yellow colour in the figure displays elements of the same type but green colour – elements of different types but the thesis itself is printed in black-and-white is not allowed because it is not possible to identify the mentioned colours),
if the same figure has several parts like it is displayed in Figure 2.5 the caption of the figure must contain explanation for each part labelled by a), b) etc. ID of each part is written close to the part at right lower corner.


[bookmark: _Ref316488877][bookmark: _Toc302913243][bookmark: _Toc268174703]Fig. 2.5. Types of concept maps: a) with directed relations; b) with undirected relations
[bookmark: _Toc374013352]Code listings
Code listings can be formatted in two ways:
1. As figures by assigning them caption and giving a reference in text (Fig.Fig. 2.6. ). In this case the following settings must be used for code listings: font - Courier New, font size – 10 or font settings used in the corresponding code editor.
2. Embedding code into text, for example: ...using the function m.listHierarchyRootClasses() all root classes are found... In this case the following settings must be used for code listings: font - Courier New, font size - 10. 
[image: Untitled]
[bookmark: _Ref316488893]Fig. 2.6. A code listing as a figure
[bookmark: _Toc374013353]Tables
Tables included in the thesis must have a caption. Tables are enumerated in the framework of a section with Arabic numerals. After the table number a period is placed and after that the caption of the table is given. Only the first letter in the caption is a capital letter, all others are lowercase. No periods after captions. Formatting of the caption: font size – 10, bold, right alignment. Spacing before and after the table caption is 6 pt. In text before the table either a reference to the table must be given, for example: as it is shown in Table 1.3...., or the table number must be given in parentheses: summarizing data (Table 2.1)... 
Table 2.1. Title of the table
	No.
	Elements included in the structure
	Usage in educational process

	1.
	· Concepts
· Hierarchical relations
	+

	2.
	· Nodes displaying different information
· Relations between nodes
· Graphical objects
	-

	Labels:	 + used,
	- - not used.



Formatting tables, it is necessary to take into account the following aspects:
tables which width is smaller than the width of page must be centred,
column heading formatting: font size – 10, style – bold, alignment – centred,
all other text in a table must be formatted in the following way: font size – 10, alignment – depends on text, for example, columns of text can be justified (Table 2.1 Column 1) or left aligned (Table 2.1 Column 2), columns with only one value– centred (Table 2.1 Column 3),
if a table is longer than 1 page, then headings of columns must be repeated on each page where the table continues (repeat heading row),
after a table before a new text paragraph one empty line must be left,
if after the table it is necessary to describe labels used in the table, they must be placed immediately after the table (font size – 8pt) and one empty line must be left after them.
[bookmark: _Toc313373544][bookmark: _Toc374013354]Formulas
Formulas must be embedded in text. However, each formula is placed on its own line. Formatting formulas, the following aspects must be taken into account:
all symbols used in a formula must be properly described after the formula,
spacing before a formula and description of its symbols is 12 pt,
formulas must be centred,
formulas must be enumerated in the framework of a section with Arabic numerals written immediately after the formula on the same line at the right side. Formula numbers must be placed in parentheses,
if a formula takes several lines, its number is written on the last line,
in text, making a reference to a formula, its number is written similarly as after the formula in parentheses, for example: ... using the formula (2.1)...
An example of formula formatting is given below:
	Qg = q  Ng ,	(2.1)
	where Qg – necessary quantity of a material per year, kg;
	       q – rate of consumption of the material, kg/piece;
	       Ng – production volume per year/piece.
[bookmark: _Toc374013355]Information sources
Information sources used in the thesis must be alphabetically ordered and included in the section BIBLIOGRAPHY. First of all, sources written in Latin alphabet are ordered, after them - sources in Cyrillic alphabet.
Formatting of information sources:
font – Times New Roman,
font size – 11,
first line without indentation, other lines – indentation of 1 cm.
Formatting requirements of different information sources (papers, books, electronic resources) are described in Section 3 of this document. 
[bookmark: _Toc374013356]Abbreviations
In the thesis, it is allowed to use common abbreviations without decoding (Table 2.2), as well as abbreviations introduced by the author of the thesis which are needed to be decoded. In case, if large amount of abbreviations have been used, they must be included in Appendix 1. When an author’s introduced abbreviation is used in text, at the first the full name must be written, then abbreviation must be placed in parentheses. Further only the abbreviation is used in text, for example: …concept maps (CM) have widely been used in teaching… … there are few research on CM in knowledge assessment.
Table 2.2. Common abbreviations
	No.
	Abbreviation
	Decoding

	1.
	e.g.
	for example

	2.
	i.e.
	that is

	3.
	etc.
	"and other things" or "and so on"

	4.
	et al.
	and others


[bookmark: _Toc313373545][bookmark: _Toc374013357]Appendices
Different additional materials supplementing text of the thesis must be added as appendices with a general title APPENDICES on a single page. The title APPENDICES must be centred both horizontally and vertically, font size – 22, font style – bold, all letters - uppercase.
Each appendix must start on a new page. Its number must be given at the right top corner, for example, Appendix 1, Appendix 2, etc. After the number a period is placed and then the title of the appendix follows. Only the first letter in the title is a capital letter, all others are lowercase. No period after the title.
A reference to the appendix must be given in text of the thesis, for example: Appendix 1 contains data about... 
[bookmark: _Toc374013358]Summary of fonts used in the thesis
Table 2.3 displays summary of fonts, font size, formatting parameters, and alignment which must be used in the thesis.
Table 2.3. Fonts
	No.
	Type of text
	Font
	Font size
	Formatting
	Alignment
	Spacing before (pt)
	Spacing after (pt)

	1.
	1st level heading
	Times New Roman
	14
	Bold
Uppercase
	Centred
	12
	12

	2.
	2nd level heading
	Times New Roman
	14
	Bold

	Centred
	18
	12

	3.
	3rd level heading
	Times New Roman
	12
	Bold

	Centred
	18
	12

	4.
	Main text
	Times New Roman
	12
	Normal
	Justified
	0
	0

	5.
	Page number
	Times New Roman
	12
	Normal
	Centred
	
	

	6.
	Code
	Courier New
	10
	Normal
	
	
	

	7.
	Figure number and caption
	Times New Roman
	10
	Bold

	Centred
	6
	6

	8.
	Table number and caption
	Times New Roman
	10
	Bold

	Right
	6
	6

	9.
	Column heading  in a table
	Times New Roman
	10
	Bold

	Centred
	0
	0

	10.
	Table text
	Times New Roman
	10
	Normal
	User defined
	0
	0

	11.
	Labels below a table
	Times New Roman
	8
	Normal
	Justified
	0
	0

	12.
	Information source
	Times New Roman
	11
	Normal + Italic
	Justified
	0
	0

	13
	Appendix (on a separate page)
	Times New Roman
	22
	Bold, uppercase
	Centred
	Vertically centred in the middle of a page



[bookmark: _Toc373328982][bookmark: _Toc374013359]INFORMATION SOURCES	
[bookmark: _Toc373328983][bookmark: _Toc374013360]Requirements to information sources
Search, study, and analysis of information sources is an integral part of the development of the thesis. Its goal is to understand what is already known about the topic of the thesis. During literature study, it is necessary to pay attention to the following questions:
· What has been already done by other researchers? 
· What are the main conclusions/findings of other researchers in relation to the topic? 
· What has not been solved yet?
· Where is it possible to acquire the mentioned information? 
Selecting information sources, it is necessary to take into account a set of criteria which determine if an information source is suitable for the development of the thesis. Information sources must satisfy the following requirements:
· they are in written form and published,
· their authors and publishing year are known,
· they are reviewed and can be proved,
· they can be used (physically available and potentially useful) by other researchers.
There is a broad and varied set of information sources. However, information sources suitable for the thesis are divided into two groups: primary sources and secondary sources. The primary sources are sources with high reliability rate and they satisfy all the previously mentioned requirements. They include printed and electronic books, papers in scientific journals and conference proceedings, monographs, PhD doctoral theses, master theses, bachelor theses, standards, official documentation of equipment, software, or technology. The thesis must be developed using the primary sources as the main information sources. The secondary sources include non-reviewed works which authors and publishing year can be identified. For example, they are project reports and web sites with clearly indicated authors and publishing date. So, the main difference between the primary and the secondary sources is that the primary sources must be reviewed. An information source is reviewed[footnoteRef:1] or it can be recognized as reviewed if it is published with ISBN or ISSN number or it is indexed in international digital libraries like Taylor & Francis, ScienceDirect (Elsevier), EBSCOhost, SpringerLink, Ebrary, SCOPUS, etc. Different digital libraries are available in the scientific library of RTU or in ORTUS section “Library”. [1:  A review is evaluation or critical analysis of some work. It is usually presented as a written text having a particular structure. Reviews are provided by experts who have significant experience in the corresponding field and who are able to evaluate the quality, novelty, and significance of the work. In scientific community, only works that have positive reviews from several experts are published in scientific journals, conference proceedings, study books, and other scientifically recognized sources. Thus, such information sources are reliable and proved.  
] 

Other information sources which are not reviewed or which authors or copyright owners cannot be identified are considered to be sources which usage is not allowed in the thesis. Among them there are Wikipedia, author’s viewpoints published in live journals, blogs, or forums, etc. 
[bookmark: _Toc373328984][bookmark: _Toc374013361]Formatting the list of information sources[footnoteRef:2] [2:  Requirements for formatting the list of information sources are based on IEEE (Institute of Electrical and Electronics Engineers) guidelines for formatting scientific papers (Manuscript Templates for Conference Proceedings)] 

The list of information sources must be formatted according to the following requirements: 
1. Regular and Italic fonts are used according to examples given below from a) to l)  (page 16),
2. If an information source has two or more authors, „&” is placed before the last author, for example:
	Bakley P. & Clark D., Personal computer. Riga, Latvia: Nordik, 2004, 352 p.
Novak J.D., Towsley D. & Gowin D.B., Learning how to learn. London, United Kingdom: Cambridge University Press, 1984, 119 p.


3. Describing an information source, all its authors must be specified. 
4. To show the total number of pages, the following format is used (352 p.):
	Bakley P. & Clark D., Personal computer. Riga, Latvia: Nordik, 2004, 352 p.


5. To show a range of pages, the following format is used (pp.1-8):
	Rudzajs P. & Kirikova M. “Mediated Competency Comparison between Job Descriptions and University Courses,” RTU Scientific Journal, vol. 44, pp.1-8, 2010.


6. If an information source has only one editor, then “Ed.” is used, otherwise – “Eds.”, for example:
	Metev S.M. & Veiko V.P., Laser Assisted Microtechnology, 2nd ed., R.M. Osgood & D. Towsley, Eds. Berlin, Germany: Springer-Verlag, 1998, 321 p.
Metev S.M. & Veiko V.P., Laser Assisted Microtechnology, 2nd ed., R.M. Osgood, Ed. Berlin, Germany: Springer-Verlag, 1998, 321 p.


7. If two or more information sources published in the same year has the same list of authors, then letters a, b, c, etc are added to the year of these sources, for example:
	Ivanov V.P. & Norvig G.K., Agents and production. Berlin, Germany: Springer-Verlag, 2005a, 321 p.
Ivanov V.P. & Norvig G.K., Industrial application of multi-agent systems. Berlin, Germany: Springer-Verlag, 2005b, 180 p.



Information sources must be described in the same language as they are written and they must be alphabetically ordered by author’s surname or title of the source if the author is not provided. The list starts with sources written in Roman alphabet (Latvian, English, German, French, etc.), after them sources in Cyrillic alphabet are listed. The list of information sources with the heading “BIBLIOGRAPHY” must be inserted at the end of the thesis before appendices.
Formatting requirements of information sources are the following:
a) books 
Authors’ Surname N., Surname N. & Surname N., Title of the book: Sub-title (if any), issue number (if any), N.Surname, N.Surname & N.Surname, Eds. (if any). Publishing place, publishing country: publishing house, publishing year, total number of pages.
An example of the book without an issue number and editors:
[image: ]
An example of the book with an issue number:
[image: ]
An example of the book with sub-title and editors:
[image: ]
An example of the book with an issue number and editors:
[image: ]
b) books from series
Authors’ Surname N., Surname N. & Surname N., Eds., Title of the book: Sub-title (if any), ser. Series title: Sub-title (if any), issue number (if any). Publishing place, publishing country: publishing house, publishing year, volume number, total number of pages.

[image: ]
c) papers in books/book chapters
Chapter’s/paper’s authors’ Surname N., Surname N. & Surname N., „Title of the chapter/paper,” Title of the book: Sub-title (if any), issue number (if any), volume number (if any), editors’ N. Surname, N. Surname & N. Surname, Eds. Publishing place, publishing country: publishing house, publishing year, pages from-to.
Attention! For an information source in English language, before the title of the book „in” must be placed as it is shown in the next example. Italic is not used for „in”.

[image: ]

d) papers in journals 
Authors’ Surname N., Surname N. & Surname N., „Title of the paper,” Full title of the journal, volume number (issue number (if any)), pages from-to, publishing month and year.
An example for the paper without an issue number:
[image: ]
An example for the paper with an issue number:
[image: ]
e) papers in conference proceedings
Authors’ Surname N., Surname N. & Surname N., „Title of the paper,” Full title of the conference (abbreviation of the title (if any)), conference year, pages from-to.
Attention! For an information source in English language, before the title of the paper „in Proceedings of the” must be placed as it is shown in the next example. Italic is not used for „in”. 
[image: ]
[image: ]
f) bachelor thesis/master thesis/ PhD doctoral thesis
Author’s Surname N., “Title: Sub-title (if any)”, bachelor thesis/master thesis/PhD doctoral thesis, Title of the educational institution, City/town, Country, thesis defence year, total number of pages.
[image: ]
g) patents
Copyright owner’s (a physical or legal entity, for example, an organization, society, association) Surname N./ Title, „Title of the patent,” patent number, month, date and year.
[image: ]
h) standards
Copyright owner’s (a physical or legal entity, for example, an organization, society, association) Surname N./ Title, “Title of the standard,” number, publishing year.
[image: ]
i) software/technology user manuals and user guides 
Copyright owner’s (a physical or legal entity, for example, an organization, society, association) Surname N./ Title, „Title of the documentation,” Title of the equipment/software/technology/, publishing year.
[image: ]
j) technical reports
Authors’ Surname N., Surname N. & Surname N., „Title of the report,” responsible organization, City/town, Country, report ID, publishing year, total number of pages.
[image: ]
k) web sites
Web sites in Latvian language:
Copyright owner’s (a physical or legal entity, for example, an organization, society, association) Surname N./ Title, Title of the page, publishing year/period of creation and modification from-to[footnoteRef:3] [citēts – date, month and year of the last view]. Pieejams: the full URL address [3:  There are two possibilities: a) to specify a publishing date, for example, when the author has published its paper on the web site and has not modified it; b) period of creation and modification, for example, when the web site contains a date when information was published and a date when the last modifications were done.] 

An example of a web site in Latvian language with the owner as a legal entity:
[image: ]
Web sites in English language:
Copyright owner’s (a physical or legal entity, for example, an organization, society, association) Surname N./ Title, Title of the page, publishing year/period of creation and modification from-to3 [cited – date, month and year of the last view]. Available at: the full URL address
An example of a web site in English language with the owner as a physical entity:
[image: ]
An example of a web site in English language with the owner as a legal entity (university):
[image: ]
An example of a web site in English language with the owner as a legal entity (association):
[image: ]
[bookmark: _Toc373328985][bookmark: _Toc374013362]REFERENCING INFORMATION SOURCES
It is not allowed to include statements without justifications in the bachelor thesis or the master thesis. Usually statements are taken from works of other authors and, thus, references must be given to these works in the thesis, or they are inferred from other information sources (so this must be understandable from the text). Developing the bachelor thesis or the master thesis, there can be different reasons for citing results of other works, for example:
· a text is cited with aim to make it further interpretation,
· a text is cited with aim to justify or supplement a viewpoint of the author of the thesis,
· a reference to results of other researchers is provided (inter alia also references to other bachelor, master, or PhD doctoral theses) and explanations are given how these results are used, supplemented, or processed in the thesis,
· summary of information sources is elaborated giving references to these sources and providing extensive insight into the topic,
· by analyzing information sources and giving references to them, regularities are revealed, requirements are defined, or forecasts are made, 
· and so on.
Giving citations in the thesis, it is necessary to use reliable and scientifically acknowledged information sources. 
[bookmark: _Toc373328986][bookmark: _Toc374013363]Citations, paraphrases, and plagiarism
Results of works of other authors can be included in the thesis only in two ways: as a citation or a paraphrase. A citation is inclusion of precise statements (in original language or as a precise translation) of other authors. It must be incorporated into quotation marks. A paraphrase is a restatement of the meaning of a text or passage using other words. 
An example of a citation:
	Regardless the variety of the already developed intelligent tutoring systems, there is no commonly accepted definition of such systems. For example, in (Murray, 2001) these systems are defined as „computer-based instructional systems with models of instructional content that specify what to teach, and teaching strategies that specify how to teach”.



An example of a paraphrase:
	Milton distinguishes two kinds of ontologies – theory-focused ontologies and pragmatically oriented ontologies (Milton, 1998). He states that theory-focused ontologies are based on philosophical theories. Pragmatically oriented ontologies, in their turn, are defined as ontologies for information systems and they are used in specific application domains like banking and taxation. 


The paraphrase given above is made by summarising information provided in the following information source: Milton S.K., “Top-Level Ontology: The Problem with Naturalism,” in Formal Ontology in Information Systems, N. Guarino, Ed. Amsterdam, Netherlands: IOS Press, 1998, pp.85-94:
	Philosophers also construct ontologies for domains such as medicine, geography or accountancy, with categories that are sufficient to support the representation of the entities existing in the corresponding domains, for example, in medicine, by means of categories such as: disease, gene, and cell. Where such endeavours are principally driven by philosophical theory we can categories the domain-ontologies which result as ‘theory focused’ Philosophers are interested in ontological theories, but the disciplines of artificial intelligence (AI) and computer science [10, 11] use ontology in a highly pragmatic way:  in its most prevalent use in AI, an ontology refers to an engineering artefact, constituted by a specific vocabulary used to describe a certain reality, plus a set of explicit assumptions regarding the intended meaning of the vocabulary words [12]. Such ontologies are generally built on the bases of bottom-up methodology by considering specific application domains such as banking, taxation, or the French revolution. These often use a mixture of ontological tools and principles selected for pragmatic purposes and at times they rest on foundations which are, from the philosophical point of view, highly problematic. Where groups building domain-specific ontologies collaborate in building top-level ontologies to unify their separate approaches, the results are often confined to mere syntactic regimentation, illustrated by ventures such as XML or OWL [13]. 


A text included in the thesis and cited or paraphrased from another source but without a reference to this source is considered to be plagiarism. Plagiarism is forbidden because the bachelor or the master thesis is the original research of the student.
[bookmark: _Toc373328987][bookmark: _Toc374013364]Formatting references
Therefore, references to corresponding information sources must be provided if some material from a book, paper, or other source is mentioned, cited, or used in direct or indirect way in the thesis. References must be formatted in the following way:
(Surname(-s), year) – a reference is a combination of author’s/authors’ last name(-s) and publishing year of the source (incorporated in parentheses). 
To use such a reference, first of all information sources must be alphabetically ordered taking into account formatting requirements described in Section 3.2. For example:
	Distance Learning Providers, Inc., eLearning Terminology, 2005 [cited - 10 March 2006]. Available at: http://www.distancelearningproviders.com/elearning/ terminology.html

	Jeremiċ Z., Devedžiċ V., & Gaševiċ D., “An intelligent tutoring system for learning design patterns,” in Proceedings of the Workshop on Adaptive Hypermedia and Collaborative Web-based Systems (AHCW'04) at the 4th International Conference on Web Engineering, 2004, pp.373-377.

	Kinchin I.M., “Using concept maps to reveal understanding: a two-tier analysis,” School Science Review, vol.81 (no.296), pp.41-46, Oct. 2000.


Then a reference in the thesis is provided as it is shown in the example below:
	The letter “e” before the terms of the group ‘E’ is the abbreviation of the word “electronic” and it implies learning organized through any electronic medium or environment. According to (Distance Learning Providers, 2005), these media could include offline or connected to a network (Internet, intranet, extranet) computers, audio and video devices, satellite broadcasts, CD- ROM or DVD discs, interactive TV, phones, and etc.


Attention! Formatting of references depends on the number of authors and on the number of information sources:
· If an information source has only one author, then the reference must include surname of the author and publishing year – (Surname, year), for example, (Kinchin, 2000).
· If an information source is an organization, then the title of the organization must be given together with publishing year – (Title, year), for example, (Distance Learning Providers, 2005).
· If an information source has two authors, then the reference must include surnames of both authors with „&” between them and publishing year – (First author’s surname & Second author’s surname, year), for example, (Matsuda & VanLehn, 2003).
· If an information source has more than two authors, then the reference must include surnames of first two authors separated by comma and placing „et al.” at the end – (First author’s surname, Second author’s surname et al., year), for example, (Jeremiċ, Devedžiċ et al., 2004).
· If it is necessary to provide references to several information sources simultaneously, then these references must be included in the same parentheses separated by semicolon – (Surname(-s), year; Surname(-s), year), for example, (Matsuda & VanLehn, 2003; Kinchin, 2000).
· If two or more information sources published in the same year has the same list of authors, then references to these sources must be numbered by letters added to the year, for example, (Jeremiċ & Devedžiċ, 2004a; Jeremiċ & Devedžiċ, 2004b).
A reference can be given before a bullet/numbered list, after the caption of a figure or table as it is shown in the next examples:
a) A reference before a bullet/numbered list (a reference must be given only in case if: a) a list is taken from other information source without any changes in it; b) a list is made by the author of the thesis by summarizing information available in other sources):
	The architecture of the Semantic Web consists of the following layers (Taye, 2010): 
· Uniform Resource Identifier (URI) used for location and identification of resources in the Web through giving them unique names; 
· XML together with XML Schema allowing transfer of different data between different environments; 
· Resource Description Framework (RDF) together with RDF Schema  used to describe semantics of information; 
· Web Ontology Language (OWL) allowing definition of a common vocabulary.



b) A reference after the caption of a figure (if a figure is taken from another information source without any changes in it, then “adopted from” must be placed before a reference, but if the author of the thesis has made some changes in the figure, then “modified from” must be used):
[image: ]
      
c) A reference after the caption of a table (if a table is taken from another information source without any changes in it, then “adopted from” must be placed before a reference, but if the author of the thesis has made some changes in the table, then “modified from” must be used):
[image: ]
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Appendix 4. An example of the abstract
)ABSTRACT
WEB 3.0, SEMANTIC WEB, SOCIAL LEARNING ENVIRONMENT, ONTOLOGY
The master thesis examines concepts of Web 3.0 and possibilities to use them together with Social Learning Environments for support of learning processes within enterprises. The thesis contains structured information regarding the components, architecture, benefits, and drawbacks of Web 3.0, as well as it pays attention to applicable ways of using Web 3.0 concepts for educational purposes. The master thesis describes integration process of Web 3.0 into Social Learning Environments based on concepts of the Social Web. Using data from the online survey developed by the author of the thesis, analysis of the current situation regarding usage of Social Learning Environments and their key components in Latvian small and medium size enterprises is performed. Taking into account results of the research and survey data, the master thesis offers applicable way for integration of Web 3.0 based platform DBPedia into knowledge management and educational processes of small and medium size enterprises.
The master thesis contains 67 pages, 13 images, 5 tables, 20 reference sources, and 1 appendix.
 (
Appendix 5
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 in Latvian
)ANOTĀCIJA
WEB 3.0, SEMANTISKAIS TĪKLS, SOCIĀLA MĀCĪBU VIDE, ONTOLOĢIJA
Write here the annotation text in Latvian language. Please do not use Google translator to produce the final version of Latvian abstract. Instead, take help of native Latvian speakers. Write here the annotation text in Latvian language. Please do not use Google translator to produce the final version of Latvian abstract. Instead, take help of native Latvian speakers. Write here the annotation text in Latvian language. Please do not use Google translator to produce the final version of Latvian abstract. Instead, take help of native Latvian speakers. Write here the annotation text in Latvian language. Please do not use Google translator to produce the final version of Latvian abstract. Instead, take help of native Latvian speakers. Write here the annotation text in Latvian language. Please do not use Google translator to produce the final version of Latvian abstract. Instead, take help of native Latvian speakers.
Maģistra darbs satur 67 lappuses, 13 attēlus, 5 tabulas, 20 literatūras avotus un 1 pielikumu.
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6
. An example of Introduction
)INTRODUCTION
Nowadays small and medium size enterprises use different Social Learning Environments for support of knowledge management and learner-centred business processes. Information required for this purpose is stored within different platforms, formats, and structure which lead to restrictions for collaborative use and merging of knowledge assets in order to provide users with all necessary information in one place and time. There is no mechanism in place which allows retrieving and transforming of knowledge assets from and between different environments without losing contextual meaning of a particular data set. One of the solutions for solving these issues is introduction of technological capabilities offered by Web 3.0, also called as the Semantic Web. Web 3.0 allows describing and structuring of different knowledge assets using ontology by adding meaningful metadata to datasets in a specific knowledge domain. 
The goal of the master thesis is to uncover applicable way of usage components of Web 3.0 together with Social Learning Environments for supporting educational processes within enterprises. To achieve this goal, the following tasks are defined:
· examination of concepts of Web 3.0;
· examination of integration options of Web 3.0 into the Social Web;
· investigation of the current situation related to usage of Social Learning Environments within small and medium size enterprises in Latvia;
· development of a scenario for merging capabilities of Web 3.0 and Social Learning Environments to improve knowledge management and educational processes within small and medium size enterprises.
The structure of the thesis is as follows. Section 1 examines concepts of Web 3.0 uncovering key components and architecture of the technology. Section 2 identifies possibilities to use Web 3.0 for support of educational processes. Section 3 contains analysis of data from the online survey performed during development of the master thesis. Section 4 presents the author’s proposed applicable way of merging Web 3.0 based knowledge repository portal DBPedia and Social Learning Environments to support knowledge management and educational processes within small and medium size enterprises. Appendix 1 contains the used in the online survey.
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