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General Instructions for Synopsis, Thesis and Dissertation Writing 

 

1. Title Length   15-20 words spaces between words and  punctuations                                          

2. Paper size   A4 size/8.5”x11” except for drawings and maps. 

3. Paper weight   90 gsm. Photocopying paper 

4. Paragraph Alignment 

 Align text to the left and leave right margin uneven. 

 Do not hyphenate to break words at the end of lines. 

 Indent the first line of every paragraph 0.5 in. Use tab key. Remaining lines of the 

paragraph be left aligned. 

 

5. Indentation  

For headings requiring more than one line, successive lines be indented two spaces 

from the starting point of the first line.                                                                                                                                          

6. Type size 

- Text     12 points 

- Headings     14 points bold 

- In case of sections   12 pt TNR bold 

- Chapter number and its title  16 points 

7. Typeface     Times New Roman (TNR) 

8. Abstract   M.Phil.  250 words 

PhD   400 words 

Note: Title case means 1st letter of each major word to be capitalized. 

 The word “Abstract” in 16pt bold title case  

Topic       

Name 

Supervisor 

Program 

Degree 

Year 

Pages Roman (preliminary) + Arabic (Text) 

 Double spaced with no indentation of the first line and in a single paragraph.  

 Abstract should include objectives, methodology including research design 

population, and its characteristics, sample size, materials used, instruments 

used, data gathering procedures, findings, conclusions and keywords. 
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9. Binding 

i. Rexine / Cloth: Rexine / Cloth edges uncut 

ii. Lettered boldly up back in gold. 

iii. Outer title: 18 points Times New Roman, Bold (As per specimen of title 

cover.) 

iv. Inner title: 18 point bold (As per specimen of inner title) 

v. Spine lettering be in appropriate size (points) including name, dissertation 

title, level of program and year (As per specimen) 

vi.   Color: BS / Diploma    Black 

MS / M.Phil.    Maroon 

PhD     Royal Blue 

10. Table of contents   

i. Chapter number flush with margin in 12 pt. Times New Roman (TNR), Bold 

ii. Chapter title 12 point Times New Roman Bold with 1st letter of each word 

capital starting two spaces after the chapter number  

iii. Place dots after the title up to page number. 

iv. Section Number (if used)  

a. 12 point Times New Roman, Normal, and indented by 2 spaces from 

the first letter of Chapter title 

 Example: 2.1 

b. Section Caption: 12 pt TNR, normal beginning 4 spaces from section 

number, only first letter of caption in capital  

 Example: 2.1 Education and work 

Example: Chapter 2   Review of Related Literature…23  

11. List of Tables / Figures 

i. Table No. in 12 pts TNR bold with 1st letter in capital. 

ii. Table caption in this list should have only 1st letter of caption in capital, TNR 

normal. 

iii. Table caption be single spaced within individual title 

iv. Double space between titles 
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v. Use dots up to page number 

vi. Do not place full stop after table / figure number 2.1 

12. Section Heading in the text  

i. Type a section heading double spaces below the last line of previous section but 

only one double space between the heading and first line of text after the 

heading  

ii. Leave three spaces between chapter title and first line of text 

iii. Section heading be 12 pt TNR bold, flush with left margin and only 1st letter of 

the heading in capital. 

iv. In case of sub-section: the sub section number be flush with left margin and 

caption heading be in 12 pt TNR normal and only  1st letter of the heading in 

capital. 

13. Acknowledgement 

Type initials of the author in capital letters with no spaces between. There will be two 

spaces below the last line of acknowledgement and 2.5cm from right hand margin. 

14. Tables and Figures 

i. Align all tables and figures with left margin  

ii. Add a double – spaced blank between the text and the table or figure. 

iii. Presentation in any form other than the table is called figure e.g. graph, 

photograph, map, chart, drawing, etc 

iv. Assign the number in the order each table appears first. 

v. Write the word “Table” or “Figure” and the number  in bold and flush left in 

12pt Times new Roman 

vi. Give every table a brief but clear and explanatory title (e.g., Mean Performance 

Scores of Students) 

vii. Write the table title in italic below the table number and double space between 

the table number and title. 
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Example 

Table 1   

 

 

Number of Children With or Without Disability 

 

 

 

Grade   Girls     Boys 

   

  With  without  with  without 

 

 

 

Total 

 

viii. Limit the use of borders or lines in a table to those needed for clarity. 

ix. Do not use vertical borders to separate data and do not use borders around every 

cell in a table. 

x. Use strict alignment. 

xi. If a table is longer than one page, repeat headings of row and column on each 

subsequent page of the table or figure. 

xii. For purpose of interpretation only highlights of a table should be discussed. 

Discussion should follow the table. 

xiii. Table or figure number be flush with left margin on the same line in Times New 

Roman, 12 pt, bold.  

xiv. The table / figure caption be 2 spaces below the table / figure number in 12 pts, 

TNR normal in italics with first letter of each word in capital. Long caption be in 

inverted pyramid.  

xv. There shall be a single space between the title and content of the table / figure. 

xvi. No full stop at the end of table caption 

Example 

Table 1 

Mean Score of Correct Responses 

   Younger   Older 

Level of difficulty N M(SD) Cl  N M(SD) 

Note: Cl = Confidence level 

Elements be in 12pt TNR normal 

xvii. Elements in a table be given between two horizontal lines 

xviii. Entries under these elements are without any horizontal or vertical lines.  
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xix. There be a horizontal line at the end of a table 

xx. If contents of a table are taken from some source there can be a note (Author 

note, content footnote, copyright permission note or source etc.) at the bottom of 

the table. 

xxi. All tables are numbered consecutively throughout the dissertation/thesis 

including the ones that appear in an appendix except in case of section numbers. 

xxii. A table composed / typed in landscape format (length wise) may be so placed 

that the table title is on the spine / binding side. 

xxiii. In case tables are to be numbered with reference to a section the number will 

precede the table number e.g. 3.1. Here 3 is section and 1 is table number. 

xxiv. Refer to tables by their numbers e.g. as shown in table 5 or 3.1. 

xxv. Do not repeat the data in a table or figure by using another means like figure or 

vice versa as it is unnecessary duplication. Figures include line graphs, bar 

graphs, circles or pie graphs, scatter graphs, pictorial graphs, charts, maps, 

diagrams, drawings etc. 

15. Figures 

i. Figure title should be brief but a descriptive phrase. 

ii. Number all figures with Arabic numerals (1, 2, 3,……..) and number them 

consecutively throughout the dissertation / thesis OR with reference to section 

number e.g. 5.3. Figures numbers in a section will be numbered consecutively 

iii. The word figure and figure number be in 12pt TNR bold be given at the top of 

the figure in upper case and lower case letters and flush with left margin. 

iv. The title will be in italic 12pt TNR bold with 1st letter of each word in capital 

and flush with left margin. 

Figure 1 

Share of Income from Various Sources 

v. Assign the number as they appear the first time in the text. 

vi. Each element in a figure must be large enough to be read. 

vii. Use a simple – Sans Serif font (e.g., Times New Roman) within figure 

portion. Simple Sans Serif font includes (Arial, Calibri, Lucida Sans Unicode, 

Times New Roman). 
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viii. Legend or key, if present, be placed within the borders of the figure. 

ix. Discussion should follow the figure. A figure in landscape (Broadside)         

format be so placed that the caption is read from right side of the dissertation / 

thesis and is thus opposite to the binding side.  

16. Appendixes 

i. Begin each appendix on a separate page after reference list. 

ii. Label each appendix with a capital letter (A, B, C…) in the order in which 

mentioned in the text. 

iii. Each appendix should be mentioned in the text by its label (e.g., “See 

Appendix A”). 

iv. 12 points TNR bold with first letter capital. Type appendix title in 12 points 

TNR, normal with only first letter of title in capital 

v. Label each appendix with a capital letter e.g. APPENDIX A in 12 point 

Times New Roman, Bold at four space below the top margin and flush with 

right hand margin. 

vi. Appendices be referred to in the text. 

 

17. Numerals 

i. Write numbers 10 and above in numerical. 

ii. Cardinal numbers (e.g., 15th trial) and ordinal numbers (e.g., 10th grade, 105 

participants) are in numerals. 

iii. Numbers in words  

i. Zero through nine be written in words 

ii. Any number that begins a sentence 

iii. Common factors (e.g., One fifth) 

iv. Use a zero before the decimal point (e.g., 0.56). 

v. To form plurals of numbers, add “s” or “es” alone (e.g., sixes, 1960s) 

vi. Express numbers below 10 in words. 

vii. Use the symbol for percent only where preceded by a number. 

viii. Use figures to express all numbers above 10, and number preceding a unit of 

measurement, number representing time, date, age, sample subsample, 

population size, number of subjects, and all numbers in abstract. 

18. Direct Quotation 

i. Best to paraphrase rather than quoting directly. 

ii. Direct quotation will require author, year and page number in in-text citation. 

iii. If quotation is of less than 40 words, it is called short quotation and enclosed 

within double quotation marks (“..…”). 

iv. Block quotation (40 words or more) 
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v. Italic may be used to emphasize a word or words in a quotation. 

vi. Do not use quotation marks for block quotation. 

vii. Start quotation on a new line 

viii. Indent the whole block quotation 0.5 in from left margin 

ix. In case of additional paragraphs within the quotation, indent the first line an 

additional 0.5 in. 

x. Double – space the block quotation. 

xi. Do not add extra space before or after it.  

xii. Use ellipses (  ) to indicate that some words have been omitted and type three 

periods with space around each (.  .  .) 

19. Pagination 

i. Initial page of any major subdivision (e.g. first page of a chapter) of text have 

page number placed on the bottom in the center. Other pages be placed at 

upper right hand side corner on 5th single space from top upper and aligned 

with right margin. 

ii. Preliminary pages (before the start of chapter 1) be given in lower case 

Roman numerals on the bottom in the center.                                                                                                         

20. Levels of Headings 

i. Centered Heading. Centered within margins, set off the centre heading in 14 

pt., Times New Roman, Bold, first letter of each major word in capital and 

single spaced with three spaces above and below. It shall not be numbered. 

Text begins as new paragraph. 

ii. Side Heading. Flush with left margin in 14 pt. Times New Roman, Bold, with 

first letter of words in upper case (capital). Leave three spaces above the side 

heading and three spaces below and there is no punctuation mark at the end. If 

the side heading takes more than 60mm, use two spaces under hung 

indentation and single space between the lines of the heading. Text begins as a 

new paragraph. 

iii. Paragraph Heading. Flush left Bold Italic, Title case heading in 12 pt. Times 

New Roman, Bold. Continue the text on the same line. Continue the text on 

the same line. 

iv. Indented Heading, Bold, Title case Heading, Ending with a period. Text 

begins on the same line and continues are regular paragraph can be introduced 
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by underlining the heading. The underlined heading will be secondary to the 

one without underlining. 

v. Indented, Bold Italic, Title case Heading, Ending with a period. Text begins 

on the same line and continues as a use lower case letter e.g. (a) regular 

paragraph. 

vi. If section and subsection numbers are used, they be typed in 12pt TNR bold.  

 

21. Alignment of Numerals 

The right hand column of Roman or Arabic numerals is aligned. 

22.  Enumeration 

When the items are enumerated, they may be distinguished by using the following 

format and bringing the second and succeeding lines of each item back even with the 

number or letter of the item. 

 

  I.   According to ….. 

       1.   According to ….. 

   A.   According to ……. 

         (i)   According to ……. 

     (1)   According to …… 

            (a)   According to …… 

 

23. Enumeration of Section and Sub-Section 

1. Under the heading of ……… 

  1.1 Under …. 

        1.1.1 Under …. 

    1.1.1.1 Under …. 

        1.1.2 Under …. 

  1.2 Under …. 

24. Reference citation in text 

i. Cite the work of those individuals whose ideas, thesis or research have influenced 

your work. 

ii. Use primary sources as far as possible and secondary sources be used sparingly. 

iii. To avoid plagiarism give credit to the sources whenever you 

A. Paraphrase 
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B. Directly quote the words of others 

C. Refer to data or data set 

D. Adapt a table or figure 

E. Reprint a long passage from copyrighted material 

F. Cite personal communication in the text by giving initials and surname of 

the communicator and exact date (e.g., M. Iqbal, personal communication, 

March 4, 2020). 

G. Parenthetical citation appears within or ends of a sentence (e.g., (Iqbal, 

2020). 

H. Narrative citation appears in running text (e.g., Iqbal (2020) has 

balanced….) 

I. When citing a specific part of a source, cite the page No. Example: (P.7) 

J. Self plagiarism is unethical. 

iv. In narrative citation spell out the word “and” before the last author. 

v. In parenthetical citation an ampersand (&) between two authors or last two 

authors be used. 

vi. Use an ampersand (&) between names in tables and figures. 

vii. When citing works of the same author(s) and same date, add a lowercase letter 

after the year(e.g., (Iqbal & Saleem, 2020a): Iqbal & Saleem (2020 b) 

viii. Enter “comma” after et al. (e.g.,(Ravi et al., 2019). 

ix. If the paraphrase continues into a new paragraph, rewrite the citation.  

A. Cite the quoted source in parentheses before the punctuation mark. 

B. One work by one author: Ali (2012), (Ali, 2012). 

C. One work by two authors: cite both names every time. 

D. One work by three, four, or five authors: Cite all authors first time; in 

subsequent citation include only surname of first author followed by et al. 

(not in italics) and year. See APA manual 7th edition for detail. 

E. Work by six or more authors: Cite only the surname of first author 

followed by et al. and the year (In reference list However, provide the 

initials and surnames of the first six authors and shorten remaining authors 

to et al.). 

F. Group of authors: Corporations, associations, govt. agencies, study groups 

spell out each time. First text citation (National Institute of Health (NIH) 

(2015) 

Subsequent text citation: (NIH, 2015) 
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25. Entry in reference list 

i. List the references alphabetically by author. 

ii. Double – space the reference list both within and between entries. 

iii. The first line of reference is flush left and subsequent lines are indented by 

0.5 in. from the left margin. 

iv. A reference has four elements comprising Author, Date, Title, and Source. 

v. Use a comma before ampersand (&) with three or more authors. 

vi. Use one space between initials. 

vii. When names are hyphenated, retain a hyphen and insert a period after each initial 

but no space (e.g., Xu, A. –J, 

viii. If second element of a hyphenated name is in lowercase, treat it as a single 

name (e.g., Robo, L., for Lee-ann Robo) 

ix. Use commas to separate initials and suffixes such as Sr, (e.g., A. A. , Jr.). 

x. Do not include titles, positions, ranks or academic achievements with names.  

xi. Do not include an abbreviation for a group author in reference list. 

xii. If the author is unknown, move the title of the work to the author position 

followed by a period. 

xiii. Provide the retrieval date in the sources when citing an unstable online source 

xiv. For source with no date write “n. d.”. 

xv. Works with the same author and same date will be entered by adding lowercase 

letter “a” or “b” to the date (year) e.g. 2020a. 

xvi. If dates are identical alphatize the reference by title. 

 

26. Order of References in the reference list 

i. Alphabetize by author’s name. 

ii. Alphabetize letter by letter. 

iii. Several works by the same author 

A. Arrange by year of publication. Earlier year first 

 

27. Work with an anonymous author 

i. Use title and the year. Use double quotation marks around the title of an 

article, or a web page and italics the title of a periodical, a book or a 

broachers, or a report: e.g. on free care (“study finds,” 2007) 

ii. When an author is designated as “Anonymous,” cite as follows: (Anonymous, 

2012) 
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For examples of References please see section 10 of APA Manual 7th edition. 

28. General 

i. Only one side of paper is to be used. 

ii. Double space all lines.  

iii. Leave three spaces above and below the centered heading and three spaces 

above the free standing side heading and double space below it. 

iv. Indent 0.5. in for paragraphs and block quotations. 

v. Leave two spaces after a full stop (.), a colon (:) and a sign of interrogation (?) 

in the body of the text. 

vi. Preliminary pages to be numbered in lower case Roman numerals e.g., i., ii, 

iii, etc., 25 mm from the bottom edge of the paper. 

vii. Page Numbers of the actual text of thesis / dissertation from page one of 

chapter 1 to the end including Appendixes etc. be given in Arabic numerals 

(1, 2, 3, ….) in the upper right hand corner 30 mm (1.25  inch) from top and 

right edge of paper without intruding into the margins. 

viii. Each chapter should be started on a new page. 

ix. Chapter number should be like this: CHAPTER 2 (16 pt. New Times                                     

Roman Bold) and placed at four space below the top margin and centered 

between margins. 

x. Chapter title and centre headings, if too long for one line, be divided into two 

or more lines in inverted pyramid 

xi. Chapter title be three single spaces below the Chapter number and be all in 

capital (uppercase on 16 point, Times New Roman, Bold) and single spaced. 

First line of a chapter shall begin three single spaced below the title. 

xii. TABLE OF CONTENTS; LIST OF TABLES and LIST OF FIGURES; 

CHAPTER NUMBER, REFERENCES are to begin on a separate page and 

are to be typed in 16 points Times New Roman in uppercase (capital) normal 

and be placed at fourth line from the top margin and centered between 

margins. 

xiii. Findings be in past tense 

xiv. Conclusions be in present tense 
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xv. Limitations are in present tense and after delimitation in Chapter 1. 

xvi. Avoid gender bias 

xvii. Be sensitive to label people 

xviii. The thesis / dissertation must be error free. No correction in ink will be 

accepted. 

Note: Gender refers to the attitude, feelings and behaving that a culture associates 

with a biological sex while sex refers to biological sex assignment. 

 

29. Abbreviations 

i. Do not define abbreviations listed as terms in dictionary (e.g. AIDS, IQ) 

ii. When the full version of a term appears for the first time define the 

abbreviations and place abbreviations in parentheses. 

iii. Do not begin a sentence with lower case (small) abbreviation (e.g., lb) 

iv. Where a chemical  compound begins a sentences, capitalize the first letter of the 

word to which the symbol is connected (e.g., L-Methionine) 

v. Write out full names of units of measurement not accompanied by numeric 

values (e.g., kilogram) 

vi. Use abbreviations or symbols for units of measurement that are accompanied by 

numeric values (e.g., 4 cm) 

vii. Use abbreviations or symbols in columns and rows of a table 

viii. Do not spell out or define common / standard units of measurement 

abbreviation, even the first time 

ix. Use abbreviation sparingly to maximize clarity and parentheses may be used to 

introduce an abbreviation for the first time. 

 

30. Secondary Sources 

i. Use secondary sources sparingly. 

ii. In text, name the original and give a citation for the secondary source e.g. all 

part (1/5), diary (as cited in Johnson, 2001) 

31. Italics 

i. Use italics for the following: 

A. Key terms or phrases accompanied by definitions 

B. Title of books, report, webpage 

C. Title of periodicals 

D. Genera, species, and varieties (in sciences) 
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E. Letters used as statistical symbol 

F. Periodical volume number in reference list 

 

32. Thesis / dissertation in mathematics may use “Scientific workplace / later” for typing. 

However, the title pages (word format) references and numbers will be according to the 

general instruction. 

33. Following manuals are to be used for dissertation / theses in English / Urdu.  

i. Publication Manual of American Psychological Association. (Latest edition) 

(For all disciplines except Islamic Studies) 

ii. Chicago Manual (latest edition) for Islamic Studies only 

iii. The instruction relating to dissertation / thesis in Islamic Studies and specimen 

pages are given at APPENDIX.  

Appropriate adjustments may be made for Urdu and other languages. However, any 

other manual approved by the Board of Advanced Studies and Research may also be 

limited to the matters not covered in these instructions. 
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SOPS FOR PROCESSING OF DISSERTATION FOR INTERNAL AND 

EXTERNAL EVALUATION OF PhD AND MPhil  

 
A.    PhD Dissertation 

1. On completion of the 1st draft the supervisor will forward at least 2 copies of the 

dissertation to Chairman / HoD. 

2. The Chairman / HoD will appoint two faculty members of the department to 

evaluate the dissertation within 15 days at the maximum  

3. The student will incorporate the suggestions and address the observations within 15 

days. 

4. The student will submit a soft bound copy of the dissertation to the Chairman / HoD 

of the department for language editing done possibly within 10 days. The payment 

per page is Rs. 50/- but can be negotiated. 

5. The student will be responsible to carry out the corrections as per editing. 

6. The student will submit a soft copy for plagiarism check. 

7. The student will pay all the outstanding dues, if any including evaluation fee for 

foreign evaluators equal to US$ 600 and Rs. 20,000/- for national evaluation and 

get clearance certificate. 

8. If it is found to be within range prescribed by HEC i.e. 19% he / she will submit 

two soft bound copies and a soft copy to the Chairman / HoD for final evaluation 

along with  

(1) Clearance certificate  

(2) Plagiarism report signed by QEC 

(3) A copy of the letter of approval of synopsis by BASAR, and  

(4) Language editing certificate. 

9. The period spent in the last seven steps will be counted in the period for completion 

of the research and getting clearance.  

10. The department will send the dissertation copies and the documents to the Dean 

along with panels of four foreign evaluators and four national evaluators. 

11. The Dean will seek approval from Vice Chancellor which will be forwarded to 

Controller of Examinations for processing. The process of national and international 

evaluation will be started simultaneously. 

12. Evaluators are usually requested to complete the job in 4 to 6 weeks. 

13. The evaluation reports will be forwarded to the department and the department will 

forward to the student for incorporation of suggestions. 

14. The student will submit a hard copy along with ‘Compliance Report’ to the 

Chairman / HoD who will ensure through a committee that the comments by all the 

evaluators have been addressed. 

15. The Controller of Examinations / the department will contact national evaluators. 

The date for open defense will be notified by the Controller of Examinations where 

interested faculty members, students and the public will be invited to attend. 



P a g e  33 

 

16. If the student defends his dissertation successfully, he will be given 10 days at the 

maximum to incorporate suggestions given during defense to be conveyed by the 

department to the student. 

17. The result will be declared after submission six hard bound copies and two soft 

copies conforming to the general instructions for writing thesis, dissertation and 

synopsis to the department. 

 

B.    MPhil Dissertation 

1. On completion of the 1st draft the supervisor will forward at least 2 copies of the 

dissertation to Chairman / HoD. 

2. The department will check the dissertation for format and style.  

3. The student will incorporate the suggestions and address the observations within 15 

days. 

4. The student shall submit a soft copy for plagiarism check and will be responsible to 

bring the similarity index within prescribed limit i.e. 19%. 

5. The student shall pay all the dues including evaluation fee of Rs. 10,000/- and get 

clearance certificate. 

6. When the similarity index is within prescribed  limit, the student will submit one 

soft bound copy for external evaluation and a copy for the department along with 

the following: 

i. Clearance Certificate 

ii. Plagiarism certificate signed by Director QEC 

iii. Letter of approval of topic by BASAR 

7. Time spent in the last 6 steps will be counted toward completion of research. 

8. The department will send a copy of dissertation along with above listed document 

to the Dean and a panel of 3 experts approved by BASAR. 

9. The Dean will seek approval from VC which will be forwarded to the Controller of 

Examinations for getting it evaluated. 

10. External evaluators are usually requested to evaluate within 4 to 6 weeks. 

11. The evaluation report received by the Controller of Examinations will be forwarded 

to the department to be shared with the student. 

12. The student will carry out corrections or changes as suggested by the external 

evaluator and submit compliance report and a hard copy of dissertation to the 

department which will arrange checking to its satisfaction. 

13. Viva will be arranged by the Controller of Examinations. 

14. Any observation during viva will be addressed by the student within 15 days. 

15. Result will be declared when the student submits the following: 

i. Requisite number of hard bound copies to the department. 

ii. A soft copy of the final version of the dissertation. 


