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Documentation Style: 
Language: 
The document must be written in English and should not exceed 50 pages in total excluding Appendices. Make sure that the document is free from spelling or grammatical errors. 
Format: 
The final project report should be prepared in accordance with the following instructions for consistency and to facilitate the binding process. 

· The document should be printed on plain white paper of A4 size (210 x 297 mm). It should be free from any visible corrections (no cross outs, type-over, or handwritten corrections). 

· Use Times New Roman font, of point size 12. Text font color – black. Use double spacing. 

· Pages should be printed on one-side only. 

· Margins should be left justified and 1 inch on top, bottom and right; 1.5 on left. 

· Number the pages on the bottom, right, using Arabic numbers for the body. Use lower case Roman numerals for the preliminary pages. Number the pages in the appendices with the appendix letter and a page number, e.g., A-1, A-2,…, B-1. 

· Figures and tables should fit on the A4 size paper. They may be in landscape orientation and you may use a smaller font (no smaller than 8 point). 

· Figures and tables must be made self-explanatory by proper labeling and captions. Captions should be centered under the tables and figures. 

Submission: 

You must submit FOUR copies of your project to your supervisor. The copies should be soft bound.

Referencing with Harvard Style:
When writing you must acknowledge the source of your ideas and quotes in sufficient detail so that those reading can locate the item. Referencing is important to avoid plagiarism, to verify quotations and to enable readers to follow up what you have written and locate the cited author’s work. 

In-Text Citations: 
In an author-date style, in-text citations usually require the name of the author(s) and the year of publication. 

(Redman, 2006) 
Reference List 
A reference list contains only the books, articles, and web pages etc that are cited in the text of the document. A bibliography includes all sources consulted for background or further reading. 

A reference list is arranged alphabetically by author. If an item has no author, it is cited by title, and included in the alphabetical list using the first significant word of the title. 

Books
The required elements for a book reference are: 

Author, Initials., Year. Title of book. Edition. Place of publication: Publisher. 

Example: 

Redman, P., 2006. Good essay writing: a social sciences guide. 3rd ed. London: Open University in assoc. with Sage. 

E-Books and PDFs 
The required elements for a reference are: 

Authorship, Year, Title of book. [type of medium] Place of publication: Publisher. Followed by Available at: include web address or URL for the actual pdf, where available [Accessed date]. 

Example: 

Bank of England, 2008. Inflation Report [pdf] Available at: <http://www.bankofengland.co.uk/publications/inflationreport/ir08nov.pdf> [Accessed 20 April 2009]. 
Journal articles 
For journal articles the required elements for a reference are: Author, Initials., Year. Title of article. Full Title of Journal, Volume number (Issue/Part number), Page numbers. 

Example: 

Boughton, J.M., 2002. The Bretton Woods proposal: an brief look. Political Science Quarterly, 42(6), p.564.

Websites 
For websites found on the worldwide web the required elements for a reference are: Authorship or Source, Year. Title of web document or web page. [type of medium] (date of update if available) Available at: include web site address/URL (Uniform Resource Locator) [Accessed date]. 
Example: 

NHS Evidence, 2003. National Library of Guidelines. [online] Available at: <http://www.library.nhs.uk/guidelinesFinder> [Accessed 10 October 2009 ].
@ University of Petra
PAGE  
ii

