CONVENTIONS FOR WRITING THE MASTER THESIS IN LITERATURE
GENERAL REGULATIONS

Students registered for the academic Master Study Programme in English Philology can choose to write a Master thesis (MA thesis) in the following fields:

· Literature;

· English Language Teaching (ELT) Methodology;

· Linguistics.
An MA thesis is “a student’s research work, which demonstrates acquisition of theoretical and practical knowledge, methodological and organisational skills in a field or sub-field in the amount identified in the study programme. The thesis should prove the ability of a student to carry out research containing elements of innovation and practical application and to draft independent decisions” (UL Senate Decision No. 162 of 28.04.2003 “Regulation on Final Tests at the University of Latvia”).

The MA thesis writing process consists of several stages, each with its own interim deadline (see for the specific deadlines: http://www.hzf.lu.lv/studijas/studijudarbi/ ):
1) The typed application (see Appendix 1), which is addressed to Head of the relevant Department and signed by the adviser, in which the author proposes a theme for the MA thesis;

2) Discussion of the research outline with your adviser;
3) Writing of the draft of the thesis, which includes a review of literature, research results and a discussion of these results;

4) Presentation of the draft;

5) Writing and submission of the final version of the thesis, in which all the suggestions and changes noted by the adviser are implemented;
6) The registration of the final version of the thesis, in which all the suggestions and changes noted by the adviser have been implemented (students should upload an electronic copy and submit two bound copies of the MA thesis and five copies of the theses;
7) The presentation of the thesis.

PREPARATION OF THE ELECTRONIC COPY

The file with the final draft of the BA thesis must be converted into the PDF format and uploaded in the University of Latvia informational system (LUIS). The abstract must be also pasted in the provided slot in LUIS. 

The electronic copy is saved under the name formed from the student’s full name without diacritic marks and ID, e.g., Berzins_Janis_BJ93010. The size of the file being uploaded must not exceed 50 MB.
REGISTRATION OF THE MASTER THESIS

The MA thesis must be printed in two copies – one with a hard cover and the other one – bound. Five copies of the theses must have the name and surname of the author, the title of the MA thesis. 

Further, the МA thesis must be registered and submitted in accordance with the general university requirements (see http://www.hzf.lu.lv/studijas/studijudarbi/ : LU 03.02.2012 rīkojums Nr. 1/28 ‘Prasības noslēgumu darbu (bakalaura, maģistra darbu, diplomdarbu un kvalifikācijas darbu) izstrādāšanai un aizstāvēšanai Latvijas Universitātē’) on the date specified by the faculty.
LENGTH OF THE MASTER THESIS

It is important to present a MA thesis according to the standards laid down by the Faculty of Humanities. 

The length of the МА thesis is set between 60 to 70 pages. The limits of length include a list of abbreviations/acronyms (optional), an introduction, chapters, conclusions, theses, references and a glossary (optional), but exclude appendices. Only under exceptional circumstances will permission be granted to exceed the limits. A student who needs to exceed the limits should submit a formal application to Head of the relevant Department, supported by his/her advisor, but not later than one month before the date of the submission of the MA thesis.

STRUCTURE OF THE MASTER THESIS

1. COVER (see Appendix 2)

2. TITLE PAGE (see Appendix 3)

3. ACKNOWLEDGEMENTS (optional)

Most MA theses include this page in which the writer acknowledges the assistance received. Typically the acknowledgements are brief and include thanking the staff, the participants of the research, any funding source and others.

4. ANOTĀCIJA 

It should be a translation of the abstract (see point 5 below)

5. ABSTRACT 

The length of the abstract is not more than 850 characters with spaces. It should comprise the following information:

· background/topic;

· purpose;

· conclusions.

After a paragraph long abstract, add also key words, i.e. 3-7 words or phrases characterising the theme, for example:
Key words: Oscar Wilde, Dorian Grey, ethics, aesthetics, symbols, hedonism, gothic horror.
6. TABLE OF CONTENTS (see Appendix 4)

The table of contents is designed automatically.

7. LIST OF ABBREVIATIONS AND ACRONYMS (optional)

8. INTRODUCTION: 

The introduction should state clearly and concisely:
· General overview of the topic;
· Background of the study;
· Restatement of the problem and significance;

· Goal of the research paper;

· Research questions (a central research question and 2-3 specific subquestions (narrow questions that help a researcher to answer a research question); 
· Short overview of selected research methodologies/methods;
· Roadmap: a short summary of the chapters (how the thesis will proceed).
9. CHAPTERS

This body of the thesis deals with the theoretical, methodological and empirical aspects of the research and should be organised in chapters and subchapters, with chapter and subchapter headings. Each chapter should start with a paragraph long introductory paragraph and conclude with a summarising paragraph. 
The body comprises:

· Literature review – a review of the theoretical and empirical literature, that identifies, summarises and analyses the major developments and perspectives in the studies, relevant to the topic of the thesis, to put the research proposal and theme within a broader scholarly scope. The literature review is structured around the major themes of the research, to give an insight into the connection between the selected theme and the subject area.
· Research methodologies and methods – a clear explanation of the selected methodology and its major components, selected for the research; a choice of research methods, appropriate to investigate a research question. This chapter justifies the research design, process and validity of the selected methodology/methods. The research methodology/methods chapter (1) introduces the methodological framework and concepts of the research; (2) explains the selected methods and procedures of empirical research.  This chapter is the core of the master thesis and is treated by reviewers for an evaluation of the project very seriously.
· Empirical research – This chapter presents an analysis and discussion of the empirical data, based on the selected methodological framework and using the selected research methods, to answer a research question and to make conclusions in the next chapter. 
10. CONCLUSIONS

The chapters are followed by relevant conclusions drawn on the basis of the analysis. This section briefly summarizes the main findings of the research, both theoretical and empirical.  Thus, it comprises:

· an introductory paragraph including a restatement of the goal and research questions;

· summary of the research results;
11. THESES

These are the most significant findings made while performing the research. 10-12 theses are sufficient.

12. REFERENCES

References is a list of books, articles and other sources used while writing the thesis. Only the sources referred to in the body of the thesis should be listed. If the advisor considers it relevant, an additional list of sources called Bibliography (sources available or consulted) can be added. Items in the references should be numbered and listed alphabetically:

· Latin characters (English, Latvian, then German and other);

· Cyrillic characters (Russian);

· Internet sources without the author and the title.
The section below outlines the most common entries for writing items in the references. If any questions are not answered here, one should consult his/her advisor. Provide also names of the authors. Supporting text must clearly indicate where quoted material originates.
· A Book by a Single Author 
Last name and name of author      Title      Place of publication      Publisher       Year of publication
1.  Rice, Ann. The Queen of the Damned. Oxford: Oxford University Press, 1988.
· A Book by Several Authors: 
2.  Gilman, Sander, Helen King, Roy Porter, George Rousseau, and Elaine Showalter. Hysteria Beyond Freud. Berkeley: Univeristy of California P, 1993.
· An Anthology or a Compilation, Book with an Editor: 
Give the names in the same order as they appear on the title page.
3.  Macdonald, Gina, and Andrew, Macdonald (eds.). Jane Austen on Screen. New York: Cambridge University Press, 2003. 
4.  Spafford, Peter, (comp. and ed.). Interference: The Story of Czechoslovakia in the Words of Its Writers. Cheltenham: New Clarion, 1992.
· Chapter or Article in an Edited Collection:

5.  Selby, Keith. Hardy, History and Hokum. (p. 93-114) From: Robert Giddings; Erica Sheen (eds.). The Classic Novel. From Page to Screen. Delaware: Manchester University Press, 2000.
· Dictionaries and Encyclopaedias:

6.  Ferguson, Rosalind (ed.). Dictionary of English Synonyms and Antonyms. London: Penguin Books. 1992.
7.  Encyclopaedia of Virginia. New York: Somerset, 1993.
· An Introduction, a Preface, a Foreword or an Afterword:

8.  Brodsky, Joseph. Foreword. Poetry as a Form of Resistance to Reality. (vii–xviii.) From: Venclova, Tomas. Winter Dialogue. Evanston: Hydra-Northwestern UP, 1997. 
· A Work in an Anthology:
9.  Allende, Isabel. “Toad’s Mouth.” From: Margaret, Sayers Peden. A Hammock Beneath the Mangoes: Stories from Latin America. Thomas Colchie (ed.). New York: Plume, 1992. 83–88.

· Journal or Magazine Article:
   Last name and name of author   Title    Journal     Volume  Number/issue     Year of publication    Page numbers


10.  Mann, Susan. “Myths of Womanhood.” Journal of Asian Studies 59.2, 2000: 835–862.
· MA Thesis:
11.  Liepiņa, Anna. Symbolism in O. Wilde’s Lyrics. Unpublished MA thesis. Riga: University of Latvia, 2000.
· Electronic Publications:

Basic Entry Document from Internet Site 

12.  Zeki, Semir. “Artistic Creativity and the Brain.” Science Magazine. 24 Sept. 2002. Available from http://www.sciencemag.org/cgi/content/full/293/5527/51 [Accessed June 4, 2010]. 

Online Books 

13.  Nagata, Linda. Goddesses. Scifi.com. 2000. Available from http://www.scifi.com/originals/originals_archive/nagata/ [Accessed October 4, 2010].
14.  Keats, John. “Ode on a Grecian Urn.” Poetical Works. Bartleby.com: Great Books Online. Steven van Leeuwen (ed.). 1884. Available from http://www.bartleby.com/126/41.htm [Accessed May 4, 2009].
If only the Internet address is known, it must appear at the end of the list under a separate heading Internet sources, numbered anew, for example

Internet Sources
1. Available from http://www.oup.com/elt/global/ [Accessed January 2, 2003].

2. Available from http://etext.lib.virginia.edu [Accessed January 2, 2010].

3. Available from http://www.marketsamuraipromocode.com/ [Accessed February 9, 2010].

4. Available from http://danieltanseopressor.com/ [Accessed May 11, 2010].

· Films:

1.  Harry Potter and the Chamber of Secrets. [Film] Directed by: Chris Columbus. USA, Warner Brothers, 2002.
Other relevant details can also be added, for example 

2.  Pride and Prejudice. [Film] BBC/A&E mini-series, (300 min). Directed by: Simon Langton; Screenplay by: Andrew Davies, 1995.
3.  Pride and Prejudice, The Latter Day Comedy. [Film] Camera 40/Bestboy Pictures; (104 min) Directed by: Andrew Black; Screenplay by: Anne K. Black, Katherine Brim  (as Katherine Swigert), 2003.

· DVD and Video:

4.  Tess of the D'Urbervilles. [DVD] US: A&E Home Video. 1998.
5.  Pride and Prejudice. [VHS] BBC-2: mini-series, (126 min), Directed by: Cyril Coke; Screenplay by: Fay Weldon, 1979.
If the Video/DVD publication year is different from the film release year, then the year of publication is also indicated in the square brackets. If the producer (i.e. the manufacturer of the disc) differs from the original producer, this must be mentioned as well. At the end always write the year in which the film has been released. 
6.  Pride and Prejudice. BBC/A&E mini-series, 6 parts (300 min). [DVD
2002, AVG Videos] Directed by: Simon Langton; Screenplay by: Andrew Davies, 1995.
· TV Recordings: 

7.  BBC Recorded Programmes. Foyles Literary Luncheon. [Video: VHS]. London, ITV, 21 Jan. 1996.

· CD-ROMs
CD-ROM entries usually start with an author or editor or the title of a particular text:

8.  Minio-Paluello, Lorenzo.  Aristotelianism. From: Encyclopaedia Britannica. [CD-ROM] London, Encyclopaedia Britannica, 2002.
13. GLOSSARY (optional)

Glossary may contain definitions of the key terms. Include definitions only when

· the term is often used ambiguously in the research area;

· the term is a general one, and you wish to modify it.

14. APPENDIX/APPENDICES (optional)

Appendices should comprise only the material that is relevant to the research. The following material is appropriate for appendices: tests, questionnaires, teaching materials used or designed, visual aids, less important tables and figures, text corpora, or other kinds of illustrative material. Appendices should be numbered with Arabic numbers, provided with headings and credited properly (if relevant), for example
Appendix 1

Chronological Outline
15. Dokumentārā lapa (Attestation page) (see Appendix 5)

The thesis is original research; therefore, any kind of plagiarism is forbidden. A student submitting a thesis should declare that he/she has not used any unacknowledged sources, that is, all sources from which the information is derived are acknowledged in the body of the thesis.
FORMATTING

The text must be written and organized according to the following requirements:

Paper, font, point size, page numbers

· A4 size white paper, text on one side;

· Word processed using Times New Roman;

· 14 pt. for headings, centred;

· 12 pt. for the main text of the thesis and long quotations;

· 11 pt. for the captions of tables and figures;

· 10 pt. for footnotes.

The pages are numbered consecutively (see Appendix 4). The page numbers are centred.
Spacing

· Spacing between letters is normal.

· Spacing between lines throughout the paper, including the list of references, 1.5 pt.
· The first line of each paragraph is indented with the exception of the first paragraph. 
· There is no extra space between paragraphs. 
· Long quotations, footnotes, tables and figures are single spaced (1 pt.). 

Margins

· 2.0 cm for top, bottom, and right margins; 3.0 cm for left margin.

Chapters and subchapters

Each chapter starts on a new page and contains at least two subchapters, if at all. Subchapters do not start on a new page. Do not put a full stop after a heading or subheading and leave one empty line above and below. For headings use CAPITAL LETTERS in bold whereas for subheadings – Sentence case in bold. One empty line is left before and one empty line after each heading.
Abbreviations and acronyms
The first time an abbreviation is used, the term should be spelt out in full, with the abbreviation shown in brackets immediately afterwards, for example: Livy, The History of Rome, Book 10 (Liv. 10). Further on, the term may be shown as an abbreviation. The use of abbreviations should be consistent. The same refers to acronyms.
Tables and figures

Conventionally, tables are referred to as Tables, while anything pictorial (be it a graph or a photograph) is called a Figure. Both Tables and Figures are given two Arabic numerals separated by a period. Italic is used in descriptive legends or captions only, and not in the text, for example Figure 1.1 Mr. Knightley in “Emma” 1995. Figures and Tables are numbered independently, the first number is that of a chapter, the second is its sequence in the text, that is the first figure in chapter two would be Figure 2.1, the first table in chapter two would be Table 2.1, the second table would be Table 2.2 and so on. Table captions are written above, and figure captions below the data.
Table 1.1 Functions of dialogues 
	
	

	
	


The captions of tables are written above, whereas the captions of figures are written below the data.

In-text citations

· When you mention any author for the first time, provide his/her full name and last name. The quotation, paraphrase and summary of the author’s words or ideas must be acknowledged, and the author’s surname, the year of publication and the page number(s) must be credited:  

According to John Wiltshire, adaptation can be considered as a “new reading of the source text” (Wiltshire, 2002:18).
· If there is no publishing date, (n. d.) is written instead of the year both in the body of the text and in the list of references, for example (Brown, n.d.: 5).
· If reference is to the whole work, it is not necessary to give a page number:

In his novel Dorian Grey, Wilde (1983) highlights protagonist’s pleasure of living a double life.
· With any video/audio recording, the author or, if the author is unknown, the title of the film or series is cited in the running text. Series titles are followed by the year of release in parenthesis:

World in Action (2002)…

The beginning of the exact scene is indicated by minutes and seconds, for example

“Mrs. Bennet: You should have seen how handsome and elegant he is!” (Pride and Prejudice, 1940: 5' 02'')
· If more than one source is cited, they are placed in chronological rather than alphabetical order:

A number of studies have proven  that Theodore Dreiser’s fiction draws on his background (Elliot, 1988; Werlock, 2009;).
· Quotes within quotes are handled with single quotes:

Here's an example of the correct use of single quotes for quotes within quotes: 

According to Dr. Smith, "young children are likely to read poems like 'Fire and Ice' when they are too young to understand its serious themes" (Smith, 2002:21). 

Note that the title needs to be in quotation marks, but since it appears within a quote, single quotes are used.

· Short quotations should be incorporated within the text:

Oscar Wilde suggests “always forgive your enemies; nothing annoys them so much” (Wilde, 1989: 98).

· Longer quotations (more than three lines in length) are set out separately. They must be single-spaced, indented from the left-hand margin by five characters and written without any quotation marks:

After that, Oscar Wilde makes the extraordinary pronouncement,

When I think of religion at all, I feel as if I would like to found an order for those who cannot believe: the Confraternity of the Faithless, one might call it, where on an altar, on which no taper burned, a priest, in whose heart peace had no dwelling, might celebrate with unblessed bread and a chalice empty of wine. Everything to be true must become a religion. And agnosticism should have its ritual no less than faith. (Wilde, 198: 99)
· Square brackets tell the reader that the writer has added his or her own words to the quotation. An ellipsis in square brackets, i.e. […], is used to show that part of the quotation is omitted. 
· If there is no publishing date, (n. d.) is written instead of the year both in the body of the text and in the list of references, for example (Wilde, n.d.: 5).
· To refer to an Internet source without the author and the title, Online 1 is written. In the list of references, such Internet sources are mentioned in order of appearance in the text:

“It was during this time that Ms. Rowling became determined to not only finish her Harry Potter ‘wizard’ novel, but to get it published.” (Online 1).

“Yet, picking up on what was said above in connection with morality and reason, this faith of the faithless cannot have for its object anything external to the self, any external, divine command” (Online 2).

· If there are more than three authors, all their names appear when a reference to the publication is made for the first time. Then, only the first author is mentioned followed by et al. meaning “and others”. In the list of references, all the authors are named, for example (Waters et al., 1999). 
· If a reference is made to two different items by the same author in the same year, a or b is added, for example (Cook, 1999a, 1999b). The same letters must be used in the list of references. 

· If a reference to a course book is made in the body of the text, it is more convenient to cite the title as well. 

· When a literary work is first introduced in the text, the title and the author (name and last name) should be mentioned. A full reference should be given in the list of references. 
· If a work is produced by an organization, the name of the organization should be used instead of the author’s surname. In the running text, a proper reference with the corporate author and publishing date should be given, for example (New York Literary Organization, 1995).
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