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APPENDIXES

APPENDIX A
PRACTICAL SEMINAR REPORT GUIDELINES

SECTION 1: STYLE AND FORMAT

1.1 Word Length 

The practical seminar report must be approximately 20-30 pages long (excluding introductory parts, references, and appendixes). 

1.2 Page Size and Margin

· The text should be printed on one side of A4 (297 mm x 210 mm) sheets.

· The margins on each sheet must be 3.5 cm at the top, 3 cm at the bottom, 3.5 cm on the left, and 2 cm on the right.
1.3 Font and Font Size

· The font for the title page should be Times New Roman with a 20-point size.

· The font for the rest of the practical seminar report should be Times New Roman with a 13-point size (except for footnotes, subscripts, and superscripts, and for tables, figures, or illustrations imported from other sources). 
· Italics and boldface are acceptable only for occasional, appropriate use.
1.4 Justification 

· Justification must be consistent throughout the body of the practical seminar report.

· The practical seminar report should be fully justified (e.g., have even left- and right-hand margins). 

1.5 Line Spacing


One-and-a-half (1.5) spacing of typescript should be used in the main body of the practical seminar report, while single spacing is only permitted in the cases of block quotations, table and figure tables, notes, and tabular materials.  

1.6 Pagination

· Every single page in the practical seminar report must be numbered at the bottom center, except for the title page (the title page counts as a page but does not include a page number). 

· The lead (prefatory) pages, up to the beginning of the text, are to be numbered with lowercase Roman numerals (e.g., i, ii, iii, iv, etc.) on the top middle of the paper. 

· Beginning with the first page of the text, all page numbers must be in Arabic numerals, beginning with the number “1”, and continuing consecutively. 

· The bibliography/references and appendices must also be numbered following the rest of the practical seminar report.
1.7 Headings

· A consistent system of headings must be used throughout the practical seminar report.
· Chapters should be written using at least major and minor headings, with the levels of headings numerically distinguished, e.g.
1

1.1
1.1.1
· Each level of heading should be typed consistently throughout.

· Each chapter should begin on a new page. 
· A new page should begin with each element of the front matter (list of tables, acknowledgements, etc.), the reference section, and each appendix. 
· A heading near the bottom of a page should be avoided unless there is room for two lines of text following the heading. Instead, a little extra space should be left on that page and the heading should begin on the next page.
1.8 Citation Style


The format of citation should be consistently conformed in accordance with the 7th APA (American Psychological Association) style detailed at https://apastyle.apa.org/
1.9 Footnotes

Notes (if any) should be positioned as footnotes, placed at the bottom of the page on which the notes are marked by superscript numerals. Entries should be single-spaced with a double space between entries. The numbering of footnotes should be successive through the body.  

1.10 Tables and Figures
· Tables, figures, and other types of illustrations, including those in the appendices, are to be numbered consecutively throughout the practical seminar report in order of appearance.
· The number and caption of a table should be placed above the table.
· The number and caption of a figure should be placed below the figure.

· The typeface of table and figure titles must match that of the text.

· All tables and figures must be referenced explicitly in the text immediately preceding their placement.

· If a table or figure is no more than half a page in size, it should be inserted at the paragraph break following its reference, if space permits.

· A paragraph on a given page should not be interrupted by the placement of a table or figure. It should be finished before the table or figure is positioned.
· If there is not sufficient space on the page to place the table or figure, the text should continue to the normal bottom margin and the table or figure should be placed on the next page. 
· If a table or figure is more than half a page in size, it should be placed by itself on the page immediately following the page on which it is first mentioned. In this case, the text should continue to the normal bottom margin on the preceding page, and it should be resumed normally across the page break, on the page following the full-page table or figure.
1.11 Proofreading

Careful proofreading for mechanical mistakes, typos, and general consistency is strongly recommended before the practical seminar submission.
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1.5 Summary
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2.4 Summary 

CHAPTER 3: CONCLUSION AND IMPLICATIONS 

3.1 Conclusion 

3.2 Implications 

3.2.1 For administrators (school managers, course managers, policymakers)
3.2.2 For teachers
3.2.3 For students 
3.3 Summary 
REFERENCES 

APPENDICES (if any) 
(*) The research problems must be discussed in relation to the theoretical background of a research issue, i.e., the relevant references must be included to support the statement of the research problems. 
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