П 20-001: The order of preparation and master's thesis defense: guidelines

GENERALITIES

1. Methodical recommendations are developed on the basis of clause 6 of Article 215 of Republic of Belarus Education Code of 13.01.2011 No. 243-3, the Rules for Certifying Students, Cadets, and Trainees in Mastering the Content of Higher Education Educational Programs, approved by the Resolution of the Ministry of Education of the Republic of Belarus of 29.05. 2012 No. 53, Instructions on the order of registration of qualifying scientific work (thesis) for the degree of Candidate and Doctor of Science, author's abstract and publications on the topic of the thesis, approved by the Decree of the Higher Attestation Commission of the Republic of Belarus of 28.02.2014 No. 3, Order of the Higher Attestation Commission of 08.09.2016 “On Amendments to the samples of the Bibliographic Description in the List of Sources cited in the thesis and the abstract” and set requirements for the structure, content, rules of registration of the master's thesis, as well as publications on the topic of research;  determine the order of protection of the master's thesis.
2. Final certification at the completion of mastering the content of educational programs of higher education of the second stage is carried out in the form of a master's thesis defense.
3. Master's thesis in mastering the content of the educational program of higher education of the second stage, which forms knowledge, skills and abilities of scientific-pedagogical and scientific-research work, is the result of the student's research work and represents an independent, logically completed scientific research related to the decision of a theoretical or scientific applied task.
4. Master's thesis in the development of the content of the educational program of higher education of the second stage with in-depth training of a specialist is an independent logically completed work related to the development of research and production, scientific and pedagogical, research tasks of an applied nature and creative problems determined by the specifics of the training direction, and testifying to the level of professional training of the student.

5. Control over the preparation of the master's thesis is carried out by the head of the profiling (issuing) department.
6.  Master's thesis is carried out in accordance with the individual work plan of the student (section “Master's thesis preparation program”) on the basis of knowledge obtained from general professional and special disciplines. The work puts forward, substantiates and asserts its own position on a scientific problem of theoretical, methodological or practical value.
7. The requirements for the content of the thesis are set by the educational standard of the specialty.

8.  Master's thesis should be completed in accordance with the requirements set forth in these guidelines. It should be inherent target orientation and clarity of construction, a logical sequence of presentation of the material, the accuracy of the wording, concreteness in the presentation of results, the persuasiveness of the argument, the validity of the conclusions and recommendations, competent design.

THE ORDER OF MASTER’S THESIS PREPARATION 
SELECTION AND APPROVAL OF MASTER'S THESIS TOPIC

9. The research topics should correspond to the profile of the specialty, meet the current state and prospects for science and practice development, as well as take into account the needs of organizations and institutions. The main criterion for choosing a topic for a master’s thesis should be the research interest of the thesis theme, as well as the interest of the administration of the enterprise (institution, organization), which exemplifies the research. If the student clearly represents the topic on which he can find the most complete and informative material, then all other things being equal, this circumstance can determine the choice of the topic.
10. Using the right of choice, a master's student has the right to propose a master's thesis topic, provided that the feasibility of its development is justified.

11. The topic should be agreed with the supervisor, discussed at the meeting of the department, after which its wording with the indication of the supervisor and consultant (if necessary) is recorded in the minutes of the meeting of the profiling (issuing) department.
12. Duplication of master's theses topics is not allowed.
13. The topic of the master’s thesis to students who do not use the right of choice is determined by the proposal of the supervisor.
14. Topics of master's theses are determined and discussed at the meeting of the profiling (issuing) department until September 10 of the current academic year. Topics for master's theses and supervisors are approved by order of the head of a higher education institution within two months after students’ enrollment.
15. The topic of the master's thesis can be specified or changed (for example, upon the arrival of the master’s student to practice in accordance with the interests of the organization (enterprise). It is allowed to change the topic of the master's thesis, but not later than two months before its defense.

SCIENTIFIC GUIDANCE

16. The management of master’s students research work is carried out by academic supervisor appointed from among faculty members and researchers with a degree and (or) academic rank. For research carried out at the junction of research areas, it is possible to involve one or two consultants. The number of one supervisor’s master’s students should not exceed 7 people.
17. Lecturers of the profiling (graduating) department, lecturers of a university or other higher education institutions, educational or scientific institutions, as well as employees of government bodies, enterprises, companies, firms, etc., who have academic degrees and (or) who are specialists in a certain field of knowledge can be appointed supervisors.
18. In order to ensure the principle of continuity in scientific work, it is recommended (if possible) to assign the scientific management of the master's thesis to those lecturers who supervised the research work of students in the process of their study at the first stage. When appointing a supervisor, it is recommended to take into account student’s scientific interests, as well as desire of a master’s student to work under the guidance of a specialist.
19. A change of supervisor is allowed only in agreement with the dean of the faculty no later than 2 months before the defense of the master’s thesis and is issued by the order of the rector.
20. The main functions of the supervisor of a master's thesis are:

detailed familiarization of the master’s student with the requirements for the content of the master's thesis;

counseling, listening to students' reports on the progress of the master’s thesis, involving monthly meetings with master’s students (including filling out the relevant section of the student’s individual work plan);

direct management and control of the research process;

assistance in selecting the necessary basic scientific, methodological literature, reference materials and other sources on the topic;

compulsory attendance at the department meetings, at which issues of attestation of the student are considered, informing members of the department about the progress in preparing the master's thesis;

advising a student on how to defend a master's thesis (including on drafting the text of the speech at the defense);

preparation of a written review on the master's thesis.
21. The supervisor gives a written review of the master's thesis, which characterizes the attitude of the student to the research work, notes the relevance of the topic, the depth of its consideration, the practical significance of the work, the relevance of its content to the topic, the goals and objectives of the work, gives recommendations on the admission of the master's thesis to the defense. The review is recommended to evaluate the demonstrated abilities of the student, the sufficiency of the use and study of sources and literature, the quality of the design, the correctness of the conclusions and the degree of their validity. The review of the supervisor should not contain an assessment of the work in points.
22. The supervisor is neither a co-author nor an editor of a master’s thesis. In the course of the work, the supervisor acts as an opponent, pointing out the shortcomings of argumentation, composition, style, erroneous decisions and conclusions, etc., and advises how best to eliminate them, recommending ways and terms of correction.

23. If the student needs additional consultations on specific issues of the topic, the head of the department may assign a scientific consultant.

24. Rationing load on scientific consulting is carried out in the framework of the time norms planned for the management of a master's thesis.

PLANNING OF THE CONTENT OF MASTER'S THESIS 
25. During the first week after the determination of the research topic, the student develops an individual work plan with the help of supervisor (including the section “Master's thesis preparation program”). The section “Master's Thesis Preparation Program” is formed with an indication of the order and timing of the individual stages of work on the collection of materials, studying sources and literature, writing individual chapters and sections. In the course of work, the plan can be refined taking into account the collected material. All changes in the plan must be agreed with the supervisor.

THE STUDY OF LITERATURE ON THE RESEARCH TOPIC
26. The state of knowledge of the topic is advisable to start with familiarity with informational publications, the purpose of which is operational information about both the publications themselves and the most significant aspects of their content. Information publications, unlike ordinary bibliographic publications, operate not only with information about printed works, but also with ideas and facts contained in them. In addition to the speed of publication, they are distinguished by the novelty of the information reported, the completeness of the coverage of sources and the availability of a reference tool that allows quickly organizing and searching for documents.

REQUIREMENTS TO THE STRUCTURE AND MASTER THESIS DESIGN

27. The master thesis should contain the following structural parts:

title page (drawn up in accordance with the form in APPENDIX 1);

"Table of Contents" section;
"List of abbreviations and (or) symbols" section (if necessary);

“Introduction” section;

"General characteristics of the work" section;
the main part, divided into chapters, including an analytical review of the literature on the research topic;

"Conclusion" (conclusions) section;
"Bibliographic list" or "List of references" section;
"Appendices" section (if necessary). 
28. The master thesis must contain a reference and research part. The research part must be at least 50% (for specialties of the educational program with in-depth training of a specialist – at least 70%) of the thesis volume.
29. The topic of the thesis must be formulated briefly (up to 10 words); it should define the area of research, reflect their purpose and correspond to the content of the thesis.

30. When formulating a thesis topic, it is not recommended to start the title of the thesis with the words: “Study of the process ...”, “Study of some ways ...”, “Development and research ...”, “Some questions ...”, “Materials to study ... ","The question of ... "and so forth.

31. The table of contents is given at the beginning of the thesis and includes the names of its structural parts (see cl. 27), indicating the number of pages on which the beginning of the presentation of the relevant parts of the thesis is placed.
32. If specific terminology, rare abbreviations, abbreviations, conventions and the like are used in the thesis, they are combined into a list of symbols and abbreviations placed before the introduction. In this list, special terms, abbreviations, abbreviations, conventions and the like are arranged in alphabetical order in the form of a column, and their decoding is given to the right of them.
33. In the section "Introduction" the relevance of the topic is substantiated, research methods are selected, and the place of the dissertation among other studies in this area is reflected.

34. "General characteristics of the work" section contains the following subsections:

“Connection of work with large scientific programs (projects) and topics”;

"The purpose and objectives of the study";

“Provisions for the defense”;

"Personal contribution of the applicant";

"Approbation of the thesis results";

"The publication of the thesis results";

"The structure and volume of the thesis".
35. The name of each subsection is placed in a separate subtitle.

36. In the subsection "The purpose and objectives of the study", the goal of the work and the tasks that need to be solved to achieve it are formulated. One should not formulate the goal as “Research ...”, “Study ...” as these words indicate the process of achieving the goal, and not the goal itself. In the same subsection the object and subject of research are indicated and their choice is justified. 
37. In the subsection “Provisions for the defense”, the essence and novelty of the scientific results obtained are reflected in a concise form. The wording of the provisions submitted for defense should contain the distinguishing features of the new scientific results, which characterize the applicant's contribution to the field of science related to the topic of the thesis. They should contain not only a brief account of the essence of the new results obtained, but also a comparative assessment of their scientific and practical significance.
38. In the subsection "Personal contribution of the master’s student" should be reflected the distinction between the contribution of the applicant to the scientific results included in the thesis, from the contribution of co-authors of joint publications.

39. In the subsection "Approbation of the thesis results" it is indicated at which conferences, seminars, etc. the results of research included in the master's thesis were reported. 
40. In the subsection "The structure and volume of the thesis" the structure of the work is briefly stated and the logic of its construction is explained. The full volume of the thesis in pages, the volume occupied by illustrations, tables, appendices (with an indication of their number), as well as the number of used bibliographic sources (including the applicant's own publications) are given.
41. The main part of the thesis material is presented in chapters that provide an analytical review of the literature on the topic, the rationale for choosing the direction of research, the general concept of the work, a description of the objects of study and the methods of research used, the presentation of theoretical and (or) experimental studies.
42. In the analytical review of the literature student analyzes the main stages of the development of scientific ideas on the problem. Briefly, critically highlighting the work known in this area, the student determines the subject and objectives of thesis research, indicating their place in the development of this topic.
43. In the main part the rationale for the choice of the accepted research direction, methods of solving problems and their comparative assessments, development of a general research methodology are provided. In theoretical works, the methods of calculations, the hypotheses under consideration are set forth; in the experimental works – the principles of operation and characteristics of the developed equipment, the estimation of measurement errors.
44. The order of presentation in the thesis should be subordinated to the purpose of the research formulated by the author. Fragmentation of the thesis material into chapters, sections, subsections, as well as their sequence should be logically justified.

45. When writing a thesis, the master’s student is obliged to make references to the sources from which he or she borrows materials or individual results. It is not allowed to retell the text of other authors without reference to them, as well as to quote it without using quotes.
46. Each chapter of the thesis should be completed with brief conclusions that summarize the stages of the research and on which the formulation of the main scientific results and practical recommendations of the thesis research in general, given in the section “Conclusion”, is based.

47. Section "Conclusion" as a rule, should contain two subsections: "The main scientific results of the thesis" and "Recommendations for the practical use of the results."
48. A summary of the essence of the scientific results of the thesis is given in the first subsection. In this section, the wording of the distinctive features of new scientific results can be presented in more detail than in the provisions submitted for defense. This section presents not only the main results that have scientific novelty, but also other results (for example, the proposed methodologies, the created experimental installations, etc.).
49. In the second subsection the possibilities of practical application of the results are discussed. It also can be discussed the prospects for further development of this scientific direction. In the presence of acts, certificates of use (implementation) of the results obtained, other materials relating to the objects of intellectual property registered in the prescribed manner, reference to these documents should be made in the relevant paragraphs of this subsection.
50. The section “Bibliographic list” should include two subsections: “List of sources used”, containing a list of sources of information referenced in the thesis, and “List of publications of the master’s student”, which contains bibliographic information about publications of an applicant of “Master” academic degree on the topic of the thesis (http://www.vak.org.by/bibliographicDescription).
51. The “Appendices” section includes supporting material. It is formed in case of need for more complete disclosure of the content and results of research, evaluation of their scientific and practical significance. The number of appendices is determined by the author of the thesis. This section includes:

intermediate mathematical proofs, formulas and calculations, measurement error estimates;
source texts of computer programs and a brief description of them;

tables and illustrations of auxiliary character;

copies of documents, certified in the prescribed manner, which confirm the scientific and (or) practical application of research results or recommendations for their use.


REQUIREMENTS TO THE TEXT OF MASTER 
52. The work should be prepared in the state languages ​​of the Republic of Belarus (Belarusian, Russian). The work should be concise, logical and reasoned to present the content and results of research; the abundance of common words, unsubstantiated statements, tautology, unjustified increase in the volume of work should be avoided. The style of presentation should be scientific, involving the use of terminology accepted in the relevant branch of science (practice). Proposals should be formulated so as to avoid their ambiguous or contradictory interpretation, uncertainty of understanding. At the same time, one should not resort to artificial complication of the text, a false scientific speculation, which often hides the superficial content of the work. 
53. In the text of the work it is recommended to allocate the finished thought in a separate paragraph.

54. The conclusions formulated by experts on this problem can be used as arguments. In these cases, it is allowed to transfer someone else's opinion in the form of free presentation, or citation special places from published works, articles, etc., but with the obligatory reference to the source. References to the source are made in the form of footnotes. By their content one can judge about the scientific apparatus of work and its qualification qualities.

55. The citations given in the text should not be cumbersome. Quote need only the essence of the evidence. Only the essence of the evidence should be cited.
56. If there are different points of view on the subject of research, it is necessary to cite each of them (or the main, most common), critically analyze on the basis of the available evidence and formulate a conclusion about one or the other, whether to support or reject (fully or partially), showing the motives by which this view is supported or rejected.
57. Grammatical, syntactic, punctuation errors, typos in the master's thesis are unacceptable, and their presence significantly affects the assessment of the work and the decision on its admission to the defense.

58. The thesis is printed using a computer and a printer on one side of a sheet of white A4 paper (210 x 297 mm). It is allowed to present tables and illustrations on sheets of A3 format (297 x 420 mm).
59. The text of the thesis is typed using the Word text editor. The Times New Roman typeface is used in the usual outline of 14 points. The number of characters in a line should be 60-70, the line spacing should be 18 points, the number of text lines on a page - 39-40 in document formats doc, rtf, or odt with text alignment on the width of the sheet. In the case of insertion formulas into the line, it is allowed to increase the line spacing.
60. The print font must be straight, clear, black, the same throughout the text of the thesis. It is allowed to use the computer possibilities of focusing attention on definitions, terms, theorems, important features, using a different typeface: italic, bold, italic bold, highlighting using frames, discharge, underlining and more.
61. The following margins are set: top and bottom - 20 mm, left - 30 mm, right - 10 mm.

62. The volume of theses, as a rule, should not exceed 70 pages. Illustrations, tables, bibliography and applications are not taken into account when calculating the volume of the thesis.

63. The text of the main part of the thesis is divided into chapters, sections, subsections, paragraphs.
64. The headings of the structural parts of the thesis "Table of contents", "List of abbreviations and (or) symbols", "Introduction", "General characteristics of the work", "Chapter", "Conclusion", "Bibliographic list", "Appendices" are typed in capital letters in the middle of lines, using a bold font with a size of 1 to 2 points larger than the font in the main text. The chapter headings are typed in the same way. 

65. Section headings are typed in lower case letters (except the first capital) with indention in bold with a size of 1-2 points more than in the main text.

66. Headings of subsections are typed with indention in lower case letters (except the first capital) in bold with the font size of the main text.

67. Paragraphs, as a rule, have no headings. If necessary, the title of the paragraph is typed with indentation in bold with the font size of the main text in the conjunction of the text.
68. At the end of the headings of chapters, sections and subsections do not put a full stop. If the heading consists of two or more sentences, they are separated by full stops (a full stop). At the end of the title of the paragraph put a full stop.
69. The distance between the title (with the exception of the paragraph title) and the text should be 2-3 line spacing. If there is no text between two titles, the distance between them should be 1.5-2 line spacing. The distance between the title and the text after which the title follows, may be larger than the distance between the title and the text to which it relates.

70. Each structural part of the thesis should begin with a new sheet.
71. Page numbering is given in Arabic numerals. The first page of the thesis is the title page, which is included in the general numbering of the thesis pages. On the title page, the page number is not put, on the subsequent sheets the number is placed in the center of the bottom of the sheet without a full stop at the end.

72. The numbering of chapters, sections, subsections, paragraphs, figures, tables, formulas, equations is given in Arabic numerals without the “No.” sign.
73. The chapter number is placed after the word "Chapter". The sections "Table of contents", "List of abbreviations and (or) symbols", "Introduction", "General characteristics of the work", "Conclusion", "Bibliographic list", and "Appendices" do not have numbers. Subsections of  "General characteristics of the work" section are also not numbered. 

74. Sections are numbered within each chapter. The section number consists of the chapter number and the ordinal number of the section, separated by a dot, for example: "2.3" (the third section of the second chapter).
75. Subsections are numbered within each section. The subsection number consists of the ordinal numbers of the chapter, section, subsection, separated by dots, for example: "1.3.2" (the second subsection of the third section of the first chapter).

76. Paragraphs are numbered in Arabic numerals within each subsection. The paragraph number consists of the ordinal numbers of the chapter, section, subsection, paragraph, separated by dots, for example: "4.1.3.2" (second paragraph of the third subsection of the first section of the fourth chapter). Paragraph numbers are bold.
77. The title of the chapter is typed from the new line following the chapter number. Titles of sections, subsections, paragraphs are given after their numbers separated by a space. A paragraph may not have a title.

78. At the end of the numbering of chapters, sections, subsections, paragraphs, as well as their titles, a full stop is not put.
79. Illustrations and tables should be placed in the thesis directly on the page with the text after the paragraph in which they are mentioned for the first time, or separately on the next page. They should be arranged so that they can be conveniently viewed without turning the thesis or turning it clockwise. Illustrations and tables, which are located on separate sheets of the thesis, are included in the general numbering of pages. If their sizes are larger than A4, they are placed on an A3 sheet and counted as one page.
80. Illustrations and tables are designated by the words “figure” and “table” respectively and are numbered sequentially within each chapter. All tables and illustrations should be referenced in the text of the thesis. The words “figure” and “table” in the captions to the figure, table and in the links to them are not abbreviated.

81. The number of the illustration (table) shall consist of the number of the chapter and the sequence number of the illustration (table), separated by a dot. For example: “figure 1.2” (second figure of the first chapter), “table 2.5” (fifth table of the second chapter). If in the chapters of the thesis only one illustration (table) is given, they are numbered consecutively within the thesis as a whole, for example: "figure 1", "table 3".
82. Illustrations, as a rule, have the name and explanatory data (captioned text), located in the center of the page. Explanatory data are placed under the illustration, and from the next line - the word "Figure", the number and title of the illustration, separated by a dash number from the name. The full stop at the end of the numbering and the names of the illustrations are not set. Word wrapping is not allowed in the name of the picture. The word “Figure”, its number and name of the illustration are typed in bold, and the word “Figure”, its number, as well as its explanatory data, reduced by 1-2 points font size.

For example:
	(IMAGE OF A PRINCIPAL SCHEME)




1 - frame with table; 2 - compacted veneer; 3 - ruler guides; 4 - flat elements with electric heating 
Figure 2.1 - Schematic diagram for veneer compaction

83. Digital material of the thesis is made in the form of tables. Each table should have a short heading, which consists of the word "Table", its serial number and the name, separated from the number by a dash. The title should be placed above the table on the left, without indention.

For example:

	Table 3.17 ‑ Characteristics of the processes of formation of fibers from cellulose hydrate 



	The name of indicators
	Fiber type
	
	Headings count

	
	Rayon
	«Camelon»
	
	Subheadings count

	Maximum draw plate, %
	    15-25
	     70-80
	
	Lines

	Precipitation bath temperature, 0С
	       50
	     15-20
	
	(horizontal rows)

	Maximum multiplicity of extrusion, %
	   100-200
	     20-50
	
	

	Sidewall (count for headers)
	Counts (columns)
	


84. Table formatting rules: 
84.1 It is allowed to use in the table a font by 1-2 points smaller than in the text of the thesis;

84.2 Do not include in the table the column “Number in order”; a table with a large number of rows can be transferred to the next sheet.

84.3 When transferring a part of a table to another sheet, its heading should be indicated once above the first part, the word “Continued” should be written above the other parts;

84.4 The headings of columns and lines should be written with a capital letter in the singular, and the subheadings of the column should be written with a lowercase letter if they make up one sentence with a heading, and with a capital letter if they have an independent meaning; It is allowed to number the graphs in Arabic numerals, if it is necessary to give references to them in the text of the thesis.
85. Formulas and equations in the thesis (if there are more than one) are numbered within the chapter. The formula (equation) number consists of the chapter number and the ordinal number of the formula (equation) in the chapter, separated by a dot. The numbers of the formulas (equations) are written in parentheses near the right margin of the sheet at the level of the formula (equation), for example: "(3.1)" is the first formula of the third chapter.
86. When making formulas and equations, the following rules must be observed:

86.1 Formulas and equations should be separated from the text in a separate line. Above and below each formula and equation is left one free line;

86.2 If a formula or equation does not fit in one line, it must be moved after the equal sign (=) or after the plus (+), minus (-), multiplication (x) and division signs (:). At the same time, the sign should be repeated at the beginning of the next line;

86.3 References to formulas in the text of the thesis are given in brackets;

86.4 Explanation of the values ​​of symbols and numerical factors included in a formula or equation should be given directly under the formula or equation in the same sequence as they are given in the formula (equation). The value of each character and numerical factor should be given from the new line. The first line of explanation begins with the words "where" without a colon.
87. If necessary, explanations or reference data should be given to the contents of the illustration (table) or to the text directly in the form of notes that appear directly below them. If the note is one, then after the word “Note”, written from the indentation, a dash is put and a note is written with a capital letter. In the case of multiple notes, each of them is printed on a new line with a paragraph indent and numbered in Arabic numerals.
88. The word “Notes” and their content are printed in a font with a size of 1-2 points smaller than the font size of the main text.

89. When describing in the thesis the results included in the individual publications of the applicant of the “Master” academic degree, as well as in the publications written together with other persons, the applicant is obliged to provide references to such publications.
90. When using information from a source with a large number of pages, the applicant must indicate in the place of the thesis where the reference to this source is given, the number of pages, illustrations, tables, formulas, equations referred to in the thesis. For example: “[14, p.26, table 2]” (here 14 is the source number in the bibliography, 26 - is the page number, 2 - is the table number).

91. References to sources in the text of the thesis are carried out by bringing the number in accordance with the bibliographic list. The source number in the list is enclosed in square brackets or placed between two slashes.
92. Information about the sources used in the thesis is given in the section "Bibliographic list", including the subsections "List of sources used" and "List of publications of the applicant". It is allowed to bring the same source in the bibliographic list only once.

93. The list of sources used and the list of publications of the applicant are formed in the order in which the references appear in the text of the master’s thesis or in alphabetical order of the names of the first authors and (or) titles.

94. In the list of sources used information about the sources is numbered in Arabic numerals, and in the list of publications of the applicant - in Arabic numerals, which are supplemented by a dash with the letter “A.” (“author's”) with a period.
For example: “1 – A.Kuznetsov, O.P. Construction features ... ". 

95. Information about sources is typed with indention. In the list of used sources after the number a period is put. In the list of publications of the applicant after the number and the additional letter "A" are put an end. The content of the information about the sources should correspond to the examples in accordance with ANNEX 2.

96. The list of sources used is formed in alphabetical order in three parts. Bibliographic sources are presented in the first part, in which the Cyrillic alphabet is used for description, in the second part - the Latin alphabet, in the third part - different graphics (for example: hieroglyphs, Arabic writing). If another graphic is used for the description, then their translation into Russian is given in brackets after the necessary bibliographic data in the original language. 
97. The section “Annexes” is drawn up at the end of the manuscript or as a separate part (book), arranged in the order in which the references appear in the thesis text. It is not allowed to include in the annex materials that are not referenced in the text of the thesis.

98. Each annex should start from a new sheet with the word “ANNEX” printed in capital letters in upper right corner. The annex must have a meaningful title, which is placed on a new line in the center of the sheet with a capital letter.

99. Annexes are designated in capital letters of the Russian (Belarusian) alphabet, starting with A (with the exception of the letters Ё, З, Й, О, Ч, Ь, Ы, Ъ), for example: "ANNEX A", " ANNEX B", " ANNEX D". It is allowed to designate annexes with the letters of the Latin alphabet, with the exception of the letters I and O.
100. When making applications in a separate part (book) the word "ANNEXES" is printed on the title page in capital letters under the title of the thesis.

101. The text of each annex, if necessary, can be divided into sections and subsections, which are numbered within each annex, with the letter number corresponding to the annex designation (for example: A 1.2 - the second subsection of the first section of Annex A). Illustrations, tables, formulas and equations are numbered in the annex in the same way.
102. Issues related to the master's thesis design, which are not defined in these recommendations, are solved in accordance with the Instruction “List of Abbreviations and (or) Symbols” on the procedure for obtaining qualification scientific work (thesis) for the degree of candidate and doctor of science, of the author's abstract and publications on the topic of the thesis approved by the Resolution of the Higher Attestation Commission of the Republic of Belarus of February 28, 2014 No. 3.
THE ADMISSION PROCEDURE FOR THE THESIS DEFENSE

103. The master thesis is submitted to the defense in the form of a specially prepared manuscript, typographically printed in a hard (book) binding. The thesis is submitted by the undergraduate to the major (graduating department) in one copy no later than 2 weeks before its defense. At the end of the text (on the last sheet of work) the performer puts his signature and the date of delivery of the work.

104. The supervisor in a week’s time draws up a written review, which should contain a description of the current work of a student on the chosen topic, an assessment of the completeness of the assignment, and recommendations on admission to defense. 
105. Master's thesis with a written review of the supervisor (if there is a consultant - with his signature on the title page) is transferred to the head of the department, which on the basis of these materials decides on the admission of work to defense, makes an appropriate entry on the title page of the master's thesis in the admission list.

106. If the head of the department does not consider it possible to allow work to be defended, the issue of admission is submitted to the meeting of the department with the participation of the head and author of the work.
107. The master’s student may not be allowed to defend the final qualifying work in the following cases:

non-fulfillment of the student’s individual work plan;

violation of the terms of changing the theme of the master's thesis or a change of supervisor (without a valid reason and following proper procedures);

negative feedback from the supervisor of the master's thesis.
MASTER'S THESIS REVIEWING 

108. The work of the graduate is sent to an external review. The reviewers of the master's thesis can be professors, associate professors, leading researchers of other higher educational institutions, as well as specialists of relevant organizations and enterprises who are familiar with issues related to the subject of work. University staff may be involved as reviewers, provided that they do not work in the graduating department.

109. The master's thesis is submitted for review no later than 1 week before the defense. The review of the master's thesis is transmitted to the department no later than 3 days before the defense, and is brought to the author’s attention. 
110. A review of the master’s thesis should contain a description of the work, an assessment of the relevance of the research topic, and the achievement of a goal in terms of the appropriateness and sufficiency of the research undertaken. A necessary element of the review is a brief description of the main provisions of the content of the work, their novelty and validity. The most important part of the review is remarks, which note shortcomings both on the substance of the work and on its individual conclusions and statements (with an indication of the pages on which they are formulated). Comments may also relate to the design of the work.

111. In the final part of the review it is recommended to note the degree of influence of the noted deficiencies on the qualifications of the master's thesis, to formulate a conclusion on whether this work meets the requirements. The reviewer may express his opinion on the assessment that the work deserves. Getting a negative review does not deprive a graduate's right to defend a master's thesis.
112. A review that does not contain critical remarks can hardly be considered objective, since a work which deserves even the highest evaluation cannot but cause doubts and questions concerning at least some of its provisions. In the end, good scientific, creative work is always a reason for discussion.

113. Reviews without critical comments on master's theses with obvious shortcomings are unacceptable.

114. The final conclusion about the quality of the master's thesis is made by the State Examination Board (hereinafter - the SEB), which is not bound by the opinion of the supervisor and the reviewer, although it takes them into account.

115. The text of the thesis alteration after receiving the review is not allowed.
THE PROCEDURE OF MASTER'S THESIS DEFENSE

116. The students are allowed to defend a master's thesis, when mastering the content of educational programs of higher education of the second stage, fully complied the curriculum of the specialty, the individual work plan. The admission of students to the final certification is provided by the profiling (graduating) departments.

117. The admission of the master’s student to the defense is issued by the order of the dean on the basis of an extract from the minutes of the profiling (issuing) department on the implementation of the individual work plan of the student and successful completion of the preliminary defense of the master's thesis at the department.
118. The schedule of work of SEB is brought to the attention of master’s students no later than a month before the beginning of the work of SEB.

119. The Secretary of the SEB is appointed by the order of head of the institution of higher education for recordation and registration minutes of the SEB meetings.
120. The Secretary of the SEB ensures that the following documents are submitted to the SEB:

extracts from the order on the composition of the SEB;

copies of the schedule of work of the SEB;

copies of the order for the admission of master’s students to the master's thesis defense;

a summary statement of the progress of master’s students (or training cards with an indication of the marks they received for the entire period of receiving education in the studied academic disciplines and practice);

test and examination books, issued in the prescribed manner;

forms of sheets of the oral response, issued in the prescribed manner;

criteria for assessing the master's thesis defense;

Master's theses, designed in the prescribed manner;

reviews of master's theses supervisors;

reviews of experts who have reviewed master's theses.
121. The master's thesis is defended orally at a public meeting in the presence of at least half of the commission, with the mandatory presence of the chairman.

122. The chairman of the commission introduces all the SEB members present at the meeting, establishes the rules of work and determines the order of the defenders. The chairman of the commission invites master’s students to the defense in order of priority, announcing the surname, first name and patronymic, the topic of the master’s thesis and the supervisor, indicating his position.

123. The graduate brings to attention the topic of master's thesis and reports on the main (most significant) provisions of its content, results and conclusions, referring to the members of the SEB and present at the defense persons. Student is given no more than 20 minutes for the presentation of the content of the work. Members of the commission ask questions on the topic of work after the report. The master’s student can answer questions as they are received or write them down and give answers later (before answering the comments contained in the feedback and review or thereafter).

124. After answering the questions, the word is given to the supervisor, who characterizes not only the work, but also the attitude of the master’s student towards it, understanding of the results obtained. In the absence of a supervisor, the Secretary of the SEB or one of its members reads a review prepared by the supervisor.
125. If a reviewer is present at the meeting, he (she) evaluates the originality of the results obtained in his (her) speech, gives an analysis of the shortcomings in the work, and characterizes the quality of its design and presentation. The reviewer must indicate whether from his (her) point of view the work meets the requirements of the master's thesis, and give it a scoring mark. In the absence of a reviewer, the Secretary of the SEB or one of its members may read the text of the review.

126. The chairperson of the SEB finds out whether the reviewer and the supervisor are satisfied with the answers of the student and asks those present to speak on the merits of the work. Since the defense of the master’s thesis is public, any teacher, specialist or student in the classroom can take part in the discussion of the work. After discussion on the topic of work, the chairperson of the SEB may provide the student with a final word.
127. When answering the comments of the reviewer, the questions of those present, the student should observe correctness, tact, show interest in the comments made and the questions asked, express gratitude for them and, without hurting the dignity of those who made the comments or asked questions, convincingly substantiate their point of view, turning special attention to the arguments of the answers.

128. After the end of the defense of master's theses, the SEB continues its work in a closed meeting, which, with the consent of the chairperson of the SEB, may attend the leaders and reviewers of the master’s theses.
129. In the course of a private meeting, SEB members evaluate the results of the defense of the master’s thesis; decide on the assignment of a master's degree; decide on the issuance of a master's degree.

130. The decision of the examination board on the assessment of the master's thesis is taken by open voting by a simple majority of votes of the commission members participating in the meeting after the completion of the defense of all works scheduled for this meeting. With an equal number of votes, the chairman of the SEB has the right to vote.
131. The results of the final attestation in the form of a master's thesis defense are evaluated with marks “defended” with a mark in points on a ten-point scale or “not defended”.

132. Positive is the mark “defended” with a mark of at least 4 (four) points. Mark "not defended" is unsatisfactory.

133. At the meeting, the SEB makes a decision about recommending the best works for publication in the scientific press, introducing into production, submitting for obtaining copyright certificates or nominating for the competition, also deciding about recommending the best master’s students for admission to postgraduate study.
134. The results of the decision on awarding a master's degree with the issuance of a master's degree diploma are announced on the same day after the registration of the relevant minutes.

135. Upon completion of the commission’s work, the Secretary of the SEB shall write down in the record books the evaluation of the results of the defense of the SEB, the decision to award the graduate of an appropriate degree and issue the appropriate diploma.
136. Upon completion of the necessary documentation, students who have defended their master's theses and all the invited persons are invited to the auditorium. The chairperson of the SEB summarizes the results of the defense, reads out the marks made by the commission, notes the particularly successful works, makes proposals for publication or implementation in production, announces the decision to award a master's degree and congratulates the masters on the completion of the final state certification.
RECOMMENDATIONS ON THE TEXT COMPILATION 
OF A MASTER’S STUDENT’S SPEECH ON THE DEFENSE
137. The master’s student who received a positive review on the thesis from the supervisor, a review by an external reviewer and the decision of the graduating department for admission to defense should prepare a report that clearly and briefly describes the main provisions of work. The report should reflect how the student was guided in choosing and studying a topic, what is the object and subject of research, its purpose and objectives, theoretical and / or methodological basis, what methods were used in it, what new results were achieved, what was done by the author personally. 
138. The master’s student determines the content of the report together with the supervisor. Digital data are provided in the report if they are needed to prove and illustrate the findings.

139. The report should be prepared in writing, but the defense should be made freely, without reading the text. The text of the speech should be as close as possible to the text of the master's thesis; therefore, the introduction can be based on the Introduction and Conclusion, which are used almost completely in the speech, and the conclusions made at the end of the chapters can be used at the discretion of the author.

140. The report can be illustrated with graphs, charts, tables, sketches prepared in advance and agreed with the supervisor. The best way to present a report is a computer presentation.
141. The basic principles of preparing a computer presentation are conciseness, clarity, relevance, visibility (underlining the key points), memorability (reasonable use of animation effects). It is advisable to use 10-15 slides during the presentation, including the title and the final. The title should contain the title of the topic and the author, numbering the slides, and how many of them are in the presentation. Each slide should have a title, the number of words in the slide should not exceed 40.
MASTER'S THESIS STORAGE
142. After the end of the SEB work master's theses are submitted to the dean’s office of the faculty on paper and electronic data carriers (for subsequent processing of the procedure for storing and forming an electronic database of master's theses). Paper and electronic data carriers of master's theses are transferred to the structural units of the university authorized for storage in the prescribed manner (under the act). 
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