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AIMS

The aim of this guide is to give student a clear guideline of writing their thesis after successfully completing their internee/project. One aim of the internee/ project is to enable the student to apply in a practical environment the techniques and knowledge gained during the taught component of the course. 

Specifically the internee/ project report should demonstrate that the student has:

(a) Conducted a comprehensive literature search relating to the area of investigation.

(b) Synthesized and analyzed the evidence from the literature search and identified an appropriate approach to the problem specified.

(c) Demonstrated practical and professional skills in the development of business solution.

(d) Documented the system to professional standards.

(e) Perform an in-depth critical review of the work undertaken.

(f) Made an effective contribution within the industrial environment.

(g) Communicated effectively with colleagues.
All students are counseled by staff and an outline for the investigation and ensuing practical work is discussed and approved by the student and academic and the industrial supervisors (if any). 
PURPOSE OF THIS GUIDE

The purpose of this guide is to provide the specifications for a thesis prepared through the Management and Business Department, BRAC University which were derived from the Department of Computer Science & Engineering; BRAC University, The Language Center; Asian Institute of Technology, Thailand, Learning resource center; London South Bank University, UK. All the respective supervisors have the right to modify any part(s) of this format, if necessary.



BASIC GUIDELINE FOR THESIS WRITTING

· Format: the shape, size, and general makeup of a publication

Processing of your thesis by the University will define several aspects of the format. The following is a list of items the University will check on the deposit copy...

1. Paper size. (A4, white)

2. Typeface* consistency and minimum point size (10 pt minimum)

3. Line spacing (4 lines/inch = 1 1/2 space = 18 pt vertical space)

4. Margins (Left - 1.5 in, Right - 1.0 in, Top - 1.0 in, Bottom - 1.25 in)

5. Page numbering (all pages numbered consecutively and in a consistent position)

6. Title page elements and layout

7. Consistency in English spelling

* A typeface is a set of all the type styles with the same name, e.g. Arial is a typeface which includes Arial Regular, Arial Italic, and Arial Bold.

A set of all the characters in a particular type style is called a font, e.g. Arial Bold

· Style: the custom or plan followed in spelling, capitalization, punctuation, and typographic arrangement and display

The individual schools can define the following...

1. The position and convention of page numbers.

2. The typeface, font, and point size to be used in the body text.

3. The font, point size, positioning, numbering and referencing of equations.

4. Units and abbreviations

5. The convention for numbering, capitalizing, emboldening, and positioning chapter headings, sections and subsections.

6. The convention for paragraph indentation under various conditions.

7. The layout and numbering of figures and tables and their captions.

8. The convention for footnotes.

9. The notation convention for references

10. The layout of the table of contents and list of figures.

11. Maximum word limit

· The position and convention of page numbers.

 Typeface: 
Arial

         Font: 
Arial Regular

Point Size: 
12

1. Page numbers should be right justified above the body of the text with the top of the characters one half inch from the top edge of the page.

2. All pages except the title page must be numbered, including text, references, and appendices.

3. Note that cover pages for sections, including those for the bibliography, references, and appendices should not be numbered. They are centered on a page by themselves and should be neither numbered nor counted.

4. The preliminary pages are numbers consecutively in lower case Roman numerals. The title page is considered page i, but the numeral should not appear on that page.

Example: ii

Pages in the text should be numbered consecutively in Arabic numerals in the font Arial Regular.

Example: 42

· The typeface, font, and point size to be used in the body text.

 Typeface: Arial

         Font: Arial Regular

Point Size: 12

Example:

This is Arial Regular body text in point size 12. This is more Arial Regular body text in point size 12. This is Arial Regular body text in point size 12. This is more Arial Regular body text in point size 12. 

Note:

You should avoid excessive use of emphasis in your thesis, however you may use Arial Italic, Arial Bold, and underlining in body text for emphasis as appropiate.

· The font, point size, positioning, numbering and referencing of equations.

     Typeface: Arial

      Text font: Arial Italic 12 point

Number font: Arial Regular 12 point

  Positioning: Centered

  Numbering: Sequential by chapter and number, right justified

Referencing: In text, citation of equations should be enclosed in parentheses (1.1)

Example:

X + Y = 2                                                 (1.1)

Notes:

• All equations need be numbered.

• It is important to distinguish clearly between the following terms.

a) Capital and lowercase letters when used as symbols.

b) Zero and the letter "O"

c) The lowercase letter "l," the numeral one, and the prime sign.

• Avoid ambiguities in equations and fractions in text through careful use of parentheses, brackets, etc. The convention order of brackets is {[( )]}.

• Separate numbers of more than four digits into groups of three on either side of the decimal point, separated by a space. If the magnitude of a number is less than one, the decimal sign should be preceded by a zero.

Examples:

12 531 
7465 

9.2163 
0.102 834

• Use the multi dot rather than the multi ( when multiplying in equations or text.

Example:

5.4 ( 2.3

· Units and Abbreviations

1. The International System of Units (SI units) should be used in the thesis. 

2. Unit symbols should be used with measured quantities, i.e. 1mm, but unit names are used in text without quantities, i.e. "a few millimeters."

3. If quantities must be expressed in English units, the SI equivalents should be given also in parentheses, i.e., a distance of 4.7 in (12 cm).

4. Most acronyms and abbreviations should be defined the first time they are used in text.

THE PARTS OF A THESIS

· Length And Content

There is no correlation between the number of pages in a thesis and the quality of the research it describes. Many writers write more when they ought to write more clearly.

· Submission And Reproduction Of Final Draft
Check with your advisor or the DCO to confirm the process for submission, production and binding of your final draft. The final version of the thesis should be submitted to the supervisor, Chair of the Academic Committee or before the announced date prior to graduation.

· Title Page:

A model of a title page format is given below:

AUTOMATION IN BANKING INDUSTRY

(3 blank lines)

by

(3 blank lines)

MR.ABDULLAH FARUK

(4 blank lines)

A thesis submitted in partial fulfillment of the requirements for the 

degree of Bachelor/ Master of Business Administration.


(4 blank lines)

Supervisor:                              
    Dr.XXXXXXXXXXX
(4 blank lines)


(5 blank lines)

BRAC University

Management and Business Department

Dhaka, Bangladesh

March 2005

· Acknowledgements
The content and phrasing of acknowledgments are for the author to decide.

· Abstract
In common, the abstract should be 200-250 words maximum.
· Table Of Contents
1. The Table of Contents should, if at all possible, fit on one page. Omit third level sub-section headings if necessary.
2. Only the headings for Table of Contents, Chapter, Title and Page are bold.
3. For chapter titles, use title capitalization (capitalize the first letter of each word in the title).
4. Section headings may use either title capitalization or sentence capitalization (only the first letter of the first word is capitalized, all other words in the title appear in lower case).
5. Do not use ALL CAPITAL letters for sub-section headings.
6. Words like ‘and’, ‘or’, ‘at’, ‘a’ and ‘the’ are not capitalized unless they are the first word in the title.
7. Four levels of heading can be used, including the chapter title.
8. More than three levels of subheading below chapter title should be avoided.
9. Number chapter titles in Arabic numerals (1,2,3...).
10. Number the Table of Contents page with a lower case Roman numeral iv (four).
The Table of Contents shown was not created automatically (using the Table of Contents feature in Word, for example), but manually. If you make the table gridlines and paragraph boundaries visible, it looks like this:
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· Chapter Titles And Section Headings
Chapter titles should be centered (Arial bold 14 point)

Notes:

• Chapter Titles should begin 2 inches from the top edge of the sheet of paper.

• The numbering for chapters should be in Arabic numerals.

• Text in the chapter titles should be in upper case.

1.1 Secondary Headings should be Flush Left 12 Point Bold

Notes:

• The numbering for sections should be in Arabic numerals

• The first letter in each word of the secondary heading should be capitalized.

1.1.1 Third level headings should be flush left 12 point bold

Notes:

• The numbering for sections should be in Arabic numerals

• Only the first letter of the first word of the third level heading should be capitalized.

Discuss appropriate chapter titles and section headings with your advisor.

Traditional thesis chapter titles include:


 INCLUDEPICTURE  "http://www.languages.ait.ac.th/squirl.gif" \* MERGEFORMATINET 


Introduction
Literature Review
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Methodology
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Results and Discussion
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Conclusion and Recommendations
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Appendices
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References/Bibliography
‘Methodology’ may be replaced with ‘Model Formulation’ or a more appropriate title depending on the type of research conducted. ‘Results’ and ‘Discussion’ may be treated as two separate sections. ‘Conclusion’ and ‘Recommendations’ may be treated as two separate sections.
The References section is a list of all works the writer has cited or referred to in the text. The Bibliography is a list of works the writer read or consulted but did not cite directly in the text.
· The convention for paragraph indentation under various conditions.

All paragraphs throughout the thesis should be indented at the beginning of the paragraph by a consistent amount. All paragraphs should be indented at the beginning of the paragraph by a consistent amount throughout the thesis. All paragraphs should be indented at the beginning of the paragraph by a consistent amount. All paragraphs should be indented at the beginning of the paragraph by a consistent amount.

All paragraphs should be indented at the beginning of the paragraph by a consistent amount. All paragraphs should be indented at the beginning of the paragraph by a consistent amount throughout the thesis. All paragraphs throughout the thesis should be indented at the beginning of the paragraph by a consistent amount. All paragraphs should be indented at the beginning of the paragraph by a consistent amount.

· Citing References
When citing references in the text, use the author’s last name only. 

If there are two authors: Nordberg and Wildung (1978).
Notice that the full stop (or period) follows the closing parenthesis. Do not use the ampersand (‘&’) as an abbreviation for ‘and’. 

If there are more than two authors: Nordberg et al. (1978).
Notice there is no period after ‘et’.
Do not CAPITALIZE or boldface the author’s name.
Example: Writer A
It has been found, for example, that sodium selenite administered at appropriate doses increases the life span of experimental animals given toxic doses of both cadmium and mercury (Nordberg, 1978).
Here the reference or citation is "(Nordberg, 1978)." Notice that that in this case the emphasis is on Nordberg's findings rather than Nordberg.
Example: Writer B
Nordberg (1978) found, for example, that sodium selenite administered at appropriate doses increases the life span of experimental animals given toxic doses of both cadmium and mercury.
Here Writer B refers to or cites Nordberg using the word "found." Notice that here the emphasis is not only on Nordberg's findings but on Nordberg.
When citing multiple references, separate the authors names with semi-colons.
Example
Various types of irrigation models have been developed for specific uses (Mahbub et al., 1975; Kraazt, 1975).
· Citing Internet Sources
Conventions for citing information found on the Internet have yet to be formalized in a standard style guide. With Internet sources such as World Wide Web pages or ftp sites, an important consideration is the date the site was accessed. The following examples come from a Network Working Group document on the subject of Universal Resource Locators and should provide sufficient guidelines to authors citing similar sources.
In general, the reference is similar in structure to references for print materials with the addition of an access date and the URL. Note the < > symbols are not part of the URL. 

Examples:

Gonzalez C. S., Moreno L., Aguilar R.M., Estévez J.I. (2000). Towards the efficient communication of knowledge in an adaptive multimedia interface. Proceedings of the workshop on Interactive learning environments for children. Athens: European  Research Consortium for Informatics and Mathematics. Retrieved 10 February 2003, from  http://ui4all.ics.forth.gr/i3SD2000/Gonzalez.PDF   
The Writing Center. (2003). Create an APA reference list. Retrieved June 5, 2003, from University of Wisconsin-Madison, The Writing Center Web site: http://www.wisc.edu/writing/Handbook/DocAPAReferences_Format.html
· List Of References
There are many acceptable variations in referencing style. Whatever style is chosen (or invented), the key is consistency. Standard style manuals have detailed guidelines for books, journal articles, conference proceedings, a single chapter in a book, unpublished material, public documents, magazines and newspapers, international bodies and non-book materials. Consult one of the standard reference works listed in Resources for Writers for details.
For a thesis, a list of references is arranged in alphabetic order by last name of the author with the date of publication immediately following the author’s name. The following information is usually included.
1. Books
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name of author(s), editor(s) or the organization responsible for the book or document
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date of publication
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full title, including subtitle if any
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title of series, if any, and volume number in the series
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volume number or total number of volumes in a multi-volume work
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edition, if not the original
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city of publication (use the first city if there is a list) and country
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publisher’s name, if given.
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[dorGear). 7 o7 booh. Fiac of publicaion: Pubishar
Bathe, K. J. (1996). Fimte alement proceduras. New Jersey: Prentice Hall
‘The Author i the publisher:

Oglshoy,C. H, & Howell, G. & (1989). Produstivity improverentin
construgtion, Weshington DC: Author.

One clapter or article in an antho gy (collection):

Little, 5, B, & Sauer,C. (1997). Organizational and insttutional
impedimenis to @ problem-based approach. I D. Boud, & G, |
Feletti(Eds ), The challengs of problsm:-based learming (7. 51-
88). London: Kogan Page.

Nophace ofpublication:

Ferel,J.(1988). Probabilistic reaspning in ntlligent systems: Ntworks
of plausible ijirence. (2" ). Morgan Keuffman.

Corporate (organization not aperson) s the author:

Asian Development Bank. (2003). Asian Development Ouflook 2003,
New York: Oxford University Prss.





2. Journal articles
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name of author(s)
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date of publication
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title of article (use title or sentence capitalization; see example)
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name of journal or periodical
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volume number
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issue number
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first and last page number.
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Davs, K. (1984). Diagrosti reasoning based om strachue and behavior
drifiial baeligence, 4, 34740,

Hielo, C. (1998) Problemsb sed leaming: Effects onthe arly acguisiton of
ogaiive il i medicie. The Jouwnalof the Leaming Setences, 7
@172

Tuo suthoss:
Boles,E. L J, & Thisravant, M. (1997, Eepert sy tom x disgnosing.

computer mumerically contelled machires: acase-stady. Conputers
in bdusny, 32,2246,
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Thomas, H. R , Melonay, W, Homes, . M. W, Swith G. R, Handa, V.
K, Sanders, S R, et . (1990). Modsling constmctionlbor
prductiviy Jounal of canstruction angieering and management,
116(4) 705725

Magazine artele

Karok Huklehai, W. (2002, Decenbes). Kklong Prapa: A bridge oversan
drinking water [Electoric version]. Asan kifasmucnze Resaarch
Review. 4(2) 1019,





3. Numerical Referencing
In some fields of study, the preferred style is to number references in the text rather than cite the author’s name. If the number style is used, the references are listed in numerical order, not in alphabetic order.
Example

In the text:
Anecdotes intended to associate individual radar operators’ actual health problems with their use of radar equipment have appeared in the literature [1,2]. These concerns have led some law enforcement agencies to suspend the use of radar [2].

In the list of references:

[image: image24.png]1. Bohe, E L. I, & Thieravarut, M. (1997), Expert system for diagnosing cornputer
tmmerically controlled rachines: a case-study. Conputers in Industy, 32, 133~
3

2 Rehsif, P. D., 1992 Microwave Exposure Levels Encountered by Police Traffic
Ratar Operators. TEEE Tyansastions on Hlectromagretic Conpatbili, 31(4),

4356





· Appendices
Appendices follow the list of references. Number or letter appendices and give each a title as if it were a chapter.
Example:
Appendix 1: Questionnaire
Appendix 2: Annual Report
Appendix A: Derivation of Equations

THE END
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