吉林农业大学继续学院成人本科生

毕业论文（设计）撰写规范
毕业论文（设计）是实现培养目标的重要教学环节，是教育与生产劳动和社会实践相结合的重要体现，毕业论文（设计）的质量是衡量自考学员的自学能力和创新能力、实践能力和创业精神的重要实践环节，毕业论文（设计）的撰写是体现毕业论文质量的一项重要指标。为了保证我校自考本科生毕业论文（设计）质量，特制定《吉林农业大学成人本科毕业论文（设计）撰写规范》。

1 结构与写作要求
毕业论文（设计）撰写包括封面（由成教院统一印制）、目录、题目、摘要与关键词、正文（一般包括前言、材料与方法、结果与讨论、结论四部分内容。字数不少于3000字，含图、表)、参考文献等部分。
2书写及打印要求
毕业论文（设计）要求统一使用Microsoft Word软件进行文字处理，采用A4纸打印。文字行距为固定值20磅，论文正文各章节标题用4号黑体，具体内容用小四号仿宋书写，英文采用小四号Times New Roman书写。

2.1 论文的页面设置
页面设置为A4纸，其中上、下、右边距均为2.50cm，左边距3.0cm。页码在页面下方居中编排，从目录到正文之前部分（封面除外）的页码用罗马数字（Ⅰ、Ⅱ……）连续编排，正文之后的所有页码用阿拉伯数字（1、2、3……）连续编排。

2.2 目录
目录单独成页，要求编写到四级标题。如：□.□.□.□。目录页码要右对齐。

2.3 题目
论文（设计）题目不使用标点符号，采用三号黑体居中书写，若有副标题，采用四号黑体右对齐书写。

2.4 摘要与关键词
以第三人称撰写，中英文摘要与关键词编排上中文在前，英文在后。摘要与关键词用“：”与具体内容隔开，关键词各词条间用分号“；”隔开。中文摘要、关键词题头均用小四号楷体、加粗顶格书写，内容文字用小四号楷体。

2.5 论文正文
文中涉及到的量和单位、数学式、化学式等应符合国家有关标准要求，论文字数要求在3000字以上。
2.5.1 章节及各章标题   
章节标题应突出重点、简明扼要，字数一般在15字以内，不使用标点符号。

2.5.2 层次  
从前言开始编写章号，前言、材料与方法、结果与讨论、结论分别编写为“1”，“2”，“3”，“4”。章号后编写节号，各层次标题用阿拉伯数字连续编写，如1，1.1，1.1.1……，

所有章节序号顶格书写，与标题之间空一字符书写。

2.6 插图与表格
图表的标题要明确。图表中文字、符号应与文中一致。图要清晰、大小适中，线条图应采用计算机绘制，线条均匀，主辅线分明，标注完整。表格的表头设计应简单明了尽量不用斜线。

图、表序按章编排，题目紧接题序书写，中间空一字符，图、表名不允许使用标点符号。如第1章第一图（表）为“图（表）1-1□×××××”等。表序与表名置于表上，采用黑体五号字居中书写，英文标题采用五号Times New Roman书写，换行附于下方。其它事项原则上为小五号仿宋书写。

2.7参考文献
引用时需在文中加注或脚注，说明作者、题名和来源。在论文（设计）末尾要列出在论文中参考引用过的专著、论文及其他资料，与文中引用文献一一对应。

3装订顺序

封面——目录——题目、中、英文摘要、关键词——正文——参考文献——致谢。论文装订方式统一为左侧装订。

附1  封面示例
（空三行）

吉林农业大学继续教育学院
（二号楷体，加粗，居中，间隔一个字符）

毕 业 论 文

（初号宋体，加粗，居中，间隔一个字符）

（空三行）

      论文题目：                                              

（空一行）   

专    业：                                   

（空一行）                      

    姓    名：                                   

（空一行） 

    指导教师： （三号仿宋）                          

年       月       日

附2  目录示例

（空一行）

目□录（4号黑体居中）
（空一行）

题目（小4四号仿宋）···············································································································Ⅰ
摘要及关键词·······························································································································Ⅱ
1前言············································································································································1

2□材料与方法·····························································································································2

2.1□材料······································································································································3

2.2□方法······································································································································4

2.2.1□×××××·······················································································································5

2.2.2□×××××·······················································································································6

2.2.2.1□×××××····················································································································7

3□结果与讨论·····························································································································8

3.1□×××××··························································································································9

3.1.1□×××××······················································································································10

3.1.2□×××××······················································································································11

3.2□×××××·························································································································12
4□结论········································································································································13

4.1□×××××·························································································································14

4.1.1□×××××···························································································· ·························15

4.2□×××××·························································································································16

参考文献······································································································································17

致谢··············································································································································18
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附3  摘要及关键词示例

××××（中文题目，三号黑体，居中，段后0.5行）

学    生：×××

专    业：×××

            指导教师：×××（小四仿宋）

（空一行）

摘  要：（小四楷体，加粗）××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××××（小四楷体）

关键词：（小四楷体，加粗）××××××；×××××；×××（小四楷体）  

（空一行）

附4  论文正文格式示例（农、理、工科类用）

（空一行）

1□前□言（四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
1.1□××××（四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
1.1.1□××××（小四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
1.1.1.1□××××（小四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）

2□材料与方法（四号黑体）

2.1□××××（四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
2.1.1□××××（小四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
2.1.1.1□××××（小四号黑体）

3□结果与讨论（四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
3.1□××××（四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
3.1.1□××××（小四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
4□结论（四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
4.1□××××（四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
4.1.1□××××（小四号黑体）

□□×××××××××××××××××××××××××（小四号仿宋）
（正文后空一行）

参考文献（4号黑体，居中）

 [1]□××××××××××××（小四仿宋）

（空一行）

致□谢（4号黑体，居中）

□□×××××××××××××××××××××××××（小四号仿宋）
附5  封底示例
	指导教师评语：

                                                   签字：           
                                                        年   月   日

	答辩组评语：

论文成绩：                                       签字：            
年   月   日


