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CHAPTER – I 

INTRODUCTION 

 

 

1.1 Introduction 

Includes:  

 Concept of the area of the study or topic’s issue   

 The study area within the topic 

 Reason for selecting the area and topic etc. 

1.2 Profile of Organization or Events or Activities 

Introduce the selected organization or event or activities relating to the selected 

topic and its areas in case of case study not for others 

1.3 Purpose of the Project Work  

In this section, the research should mention only 3 to 4 major purposes of 

conducting the research or project work relating the selected topic and while 

writing the purposes it should began with the word “To” like; 

• To analyze ……  To examine…..  

• To assess….   To explore…..  

• To determine….  To identify….  

• To highlight ….. (any one way)  

1.4 Significance of the Project Work  

Write about the significance or importance of your study to the organization, 

society, communities, policymakers, students, or any research scholars  

1.5 Literature Survey 

This section is divided into two parts: 

For chapter and 

chapter name of all: 

ALL CAPS, F. 14, 

bold  

For topic in all 

chapters: Title case, 

F. 14, bold  

For text of entire chapters: 

sentence case, F. 12, 1.5 

line space, justify 

2 inches from top 

in chapter page 

Gap 2 space in all 

chapters on page 



1.5.1 Theoretical Review of relevant information like definition, meaning, 

concepts, related theories and summary of different books and authors and 

1.5.2 Research Review includes the review of different articles, reports, thesis, 

and journals, including the date, purpose, methodology used and their 

findings 

1.6 Research Methods  

This section includes the following subheadings: 

1.6.1  Research Design 

1.6.2 Population, sample and Sampling 

1.6.3  Nature and Types of Data 

1.6.4  Data Collection Procedure 

 1.6.5  Data Analytical Tools 

CHAPTER - II 

RESULTS AND ANALYSIS  

 

2.1 Profile of Respondents  

2.2 Data Presentation and Analysis 

2.3 Results  

Key points to be remembered: 

 The results and analysis section is the heart of the report 

 The data are to be presented and analyzed systematically with the appropriate 

statistical tools as mentioned in the methodology section in a sequential order 

to satisfy the mentioned purpose or objectives of the report. It includes: 

 Gathered data must be examined based on purposes or objectives 

 Data must be processed and grouped into various items and headings for the 

analysis 

 Processed data should then be presented in the form of tables, charts, diagrams 

and other appropriate graphs or figures. 

 Descriptive and inferential statistical tools should be used for better analysis 

and 

 Highlights the major finding of the analysis as Results or Findings 

 



 

Tables 

 
Data can be presented in tables. APA format should be followed to present a table as shown 

below: 

Number tables consecutively with Arabic numerals in the order referenced in the text (e.g. 

Tables in Chapter 1: Table 1.1, 1.2, similarly Table in Chapter 2: Table 2.1, 2.2) Place the 

number and caption above the table. 

 

Table 2.1 

Perception towards Reliability Dimension 

SN Statement 
Percent (%) 

Mean S.D. 
SD D N A SA 

1 My broker house performs the 

service at the right time. 
4.4 17.5 19.7 53.3 5.1 3.37 0.98 

2 My broker house provides its 

services at the time it promises 

to do so. 

3.6 14.6 24.1 52.6 5.1 3.41 0.93 

3 My broker house maintains 

error-free bills, statements, and 

other documents. 

5.1 9.5 30.7 46.0 8.8 3.44 0.96 

4 My broker house keeps my 

information and trade order 

confidential. 

0.7 3.6 32.1 56.9 6.6 3.65 0.69 

5 My broker house makes my 

payment on time.  
7.3 19.7 21.2 47.4 4.4 3.28 0.85 

Source: …………………………………………………………………… 

Insert each table after the paragraph where it is first referenced. Tables may be placed on a 

page with text but as far as possible a table must be on the same page. 

 

Figure 

 
Data can be presented in figures. APA format should be followed to present figures as shown 

below: 

  



Figure 2.1  

Youth unemployment rate vs. total unemployment rate: 2006-2011  

 

 

Note: Youth unemployment rate refers to the unemployed population aged 15-24 years old. 

 

Number figures consecutively with Arabic numerals (Figure 1, Figure 2, etc.) in the order 

they are referenced in the text. Place the number and caption below the figure. 

 

CHAPTER - III 

CONCLUSIONS AND ACTION IMPLICATIONS 

 

This chapter includes two aspects of the study; summary, conclusion and action 

implication - a summary of the report, conclusion based on the findings of the report, 

and finally action implications of the findings of the study. 

 

3.1 Summary 

 This section is most important in that it summarizes the entire report from the 

beginning to the findings of the study. It should be systematically arranged from 

the topic of the study, objectives of the study, tools used to analyze the data and 

summarization of the major findings of the study. 

 This section should be able to give a complete picture of the study to the reader. 

3.2 Conclusion 

 This section discloses to the reader what the researcher concluded after 

completing the study. 



 It should arrange the conclusion of the study result (major findings) based on 

the objectives of the study point-wise. 

3.3 Action Implications  

 This section tells what are the uses or applications of your findings. 

 The research may have some implications for policymakers, practitioners and 

the academic community.  

 They may be reported as recommendations and areas for future research only 

based on the results of your findings. Therefore this section includes: 

• Managerial Implication  

• Implication for Future Research  
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 [Note: references tell the readers about the different sources of information and data 

that have been used while preparing the report. The exact formatting style of references 

have be depicted by the above examples, therefore the student are strictly suggested to 

follow the format as mentioned as depicted by example. Some noticeable things are: 

 Type the bibliography with the hanging intent feature with 0.5 inch from the 

left. 

 All the entries of bibliography must be in ascending order (A to Z) 

 

APPENDIX 

 

This is the final section of the fieldwork or project work report. It should start on a 

separate page. It is the storehouse or storeroom for the data or raw data that have been 

used in the body of the report. Include material too detailed or lengthy for inclusion in the 

body of the study. For separate sources of raw data, separate pages should be used 

mentioning appendix-1, appendix-2 and so on. For detailed information to the reader, 

the related appendix number can be used as a reference for the summarized data used 

in the presentation and analysis chapter. It may include the following: 

 Questionnaire paper used to collect primary data 

 Survey instruments 

 Checklist sheet or paper 

 Financial statements: balance sheet, income statement, statement of cash flow. 

 maps, photos, and letters of permission 

 

 

  

0.5 inch hanging intent   



General Format Guidelines 

 

 
Number of copies to be submitted 

A student shall be required to submit three spiral-bound copies of the project 

report in the recommended format. 

 

Paper:  

 Use A4 white bond paper and print only on a single side of the paper 

 

Paragraph: 

 Line Spacing: 1.5 line spacing  

 Alignment: Justified 

 The paragraph should start from one space below the topic. 

 

Citation and References: 

 APA 7th Style (American Psychological Association) method and in 

alphabetical order with hanging indent. 

 

Length of the Report:  

 The length of the report should be approximately 35 to 40 pages (about 10,000 

to 12,000 words) 

Margins:  

 Left side: 1.5 inches,  Right side: 1 inch, Bottom: 1 inch, and Top 1 inch ( But 

the chapter page should have 2 inches at the top) 

Font:  

 Time New Roman 

Font size:  

 12 for the main text, 14 for the chapter title or main headings, and 12 bold for 

the heading of the chapter (like 1.1 Background)  

 

 

Page Number:  

 

 Each chapter should begin on a new page 

 The preliminary pages (preceding the first main section) must have lowercase 

Roman numerals starting with the declaration page that is numbered “ii”. The 

title page is unnumbered, but the implied number is “i”. The lowercase Roman 

numerals are placed within the footer (bottom centre). 

 

 Page numbers should start from the introduction chapter at the top right edge 

of each page in the form of 1, 2…n (but hide the page number on chapter 

pages like chapters I, II and III but should come in count) and continue for 

references and appendix pages. 
 


