Project Report Guidelines 
Your report will be a MS-Word document. You are required to report information about your project in details. 

The objective of the project should be stated clearly. 

A brief introduction, the body and the conclusion should be provided in the report document. 

It would be better to provide text with pictures, graphs, figure and images. 
Overall report requires you to reflect that you deeply understood the objective of the project and created a useful and helpful document for the organization in concern. 

General Guidelines for the Report
· Your report must be prepared in MS-Word, named like yourgroupname_project report.doc. 

· A title page first page, should have your group name, the group members surname, name, student id, department and of course title of your report. You are free in design of the title page. 

· Text/content should be 1,5 or double spaced, full justified, 

· Page numbers should be inserted (), but not on the title page, starting at 1.

· Headers (Presentation title, date- automatically updates itself), footers (your group name, left aligned) should be inserted appropriately. 

· Paragraphs should be arranged by using paragraph spacing (before 6, after 12), not by pressing “enter” key.

· Font faces, styles, types (headings, sub-headings, content, etc.) should be consistent to each other. 

· Images should be arranged so that text can go around an image. 

· Bullets or numberings should be used within the document. 

· Considering page margins; Left margin should be set to 4 cm, Top to 3 cm.

· Your report must include a References section which includes the sources that you used. The sources under References section should have hanging indentation. 

· Your references should follow the following convention 

· Book: Author surname, name initial, publish year, name of the book (italicized)

Example: John, M. (2006). Knowledge Management. 

· Internet resource: Author surname, name initial, publish year, title of the paper/site (italicized), retrieve information. 

Example: John, M. (2006). Introduction to Knowledge Management. Retrieved December 4, 2006 from http://www.km.org

· Do not exceed 20 pages. 
