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This sample paper illustrates how to correctly format your project or thesis. Since the specifics of any paper—length of title and department name, number of chapters, organization of text, inclusion of appendices, etc.—vary from one field to another, this sample cannot address all of the possibilities or variations that may occur. Be sure to review your initial draft with your program advisor to ensure that you have included each of the elements required for your discipline.

Each section of this paper will include the formatting requirements spelled out in the Graduate Studies Style and Policy Manual for Theses and Projects. Omit any sections that do not correspond to elements found in your paper—you do not need a Table of Tables, for instance, if your paper does not include tables.
Thanks to Timothy Morton for allowing us to use his paper as a basis for this example.
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Abstract of Project
 A Web-Based User Interface Using Component Oriented Methodology
By Timothy Scott Morton

This study attempts to answer what a header/detail entry program might look like if Timber Products were to change to web development.  Timber Products currently supports Web applications written in C# and Visual Basic for .NET, Windows applications written in C# and Visual Basic for .NET, Visual Basic 6, and Microsoft Access.  This project will describe the features required for master/detail data entry in web forms in a corporate environment and describe the advantages and disadvantages of Microsoft’s .NET technology.  Included is a model program that addresses usage, development, and maintenance issues.
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Chapter 1
Introduction: The View from 3,000 Feet
(We’ll leave Timothy’s paper aside for the moment and focus on your paper here.) Your introduction sets the stage for the report as a whole, establishing the background and context that will help your readers discern the value of your hard work.  Depending on your project or research, you might include an overview of geographic, social, historical, political, scientific, and/or economic information to prepare your readers for what is to follow.

Your introduction provides an initial view of the problem and why it was important to research.  A person reading this section for the first time should clearly understand the context within which the research was done.  Be sure to answer these fundamental questions clearly:

· What motivated you to look into this question?

· When and where did you carry out this research?

· For whom did you conduct this research?

Keep in mind that most people reading your report will not know the answer to any of these questions! This section should conclude with a clear, concise restatement of the research question to ensure your readers’ understanding of the scope and purpose of the remainder of your paper.

Use in-text citations whenever you provide direct quotes or paraphrase ideas provided by others.  Check with your advisor to be sure that you are using the correct 

citation style—and that you are using it correctly! 

Formatting Notes


The font used in your paper should be equivalent to 12-point Times New Roman. Each chapter or major section of your paper should start on a new page with its heading appearing two inches from the top of the page.  Subsequent pages have a one-inch top margin. You can accomplish this by inserting “sections” in your document: open the Page Layout tab in Word >> click on Breaks and choose Continuous.  Customize your page margins and choose Apply to >>  This section. 


Note that this introduction has continued onto another page with a one-inch top margin.  The initial line of each paragraph is indented one-half inch.  Don’t add blank lines between paragraphs. 


With the exception of page numbers, be sure that nothing infringes upon the inch-and-a-half left margin or one-inch top, right, or bottom margins.  Page numbers should appear flush right on the right margin, one-half inch below the top of the page. 

Check the bottom of each page for “widows and orphans”—scraps of text or headings that belong with the text on the previous or following page.  Insert a blank line if necessary to align headings with the text on the following page.

Chapter 2
Review of the Literature: A Wide Angle View from 1,500 Feet


The purpose of your literature review is to establish a context for your research, rather than preparing an annotated bibliography or reviewing the literature on your subject as if you were writing a movie review.  For example, you would not write, “That’s a big thumbs up for this story from the Wall Street Journal!”  Consider your review as “secondary” research.  You conducted “primary” research for your project (interviews, surveys, focus groups, etc.).  This section is only about what OTHER people say about the trends and drivers that relate to your research question. 


It’s helpful to consider this section as the “research question environment.”  That lets you report anything you know about the question outside of what you learned from your actual research.  What is the environment in which this situation/opportunity/problem 

exists?  Here’s an effective approach to organizing this section:

· Create a “mind map” or draft an outline of the key points that you discovered while conducting your secondary research.  Remember, this section is not an annotated list of materials that you referenced, but provides a narrative report of the information your readers need in order to understand why you conducted the research you did and to accept your interpretation of the data (which you’ll present later in your report).

· Start with the general and move to the specific, focusing on issues that relate to your research question.

· Fill in the blanks to flesh out your outline, keeping your purpose in mind.

Make sure that your literature review:

· Describes what you found out about the issues related to your research question in general. 

· Includes information from related studies that influenced the development of your study (especially anything that affected your research approach or design).

· Reports the substance of what you learned directly rather than describing what the reader would find by consulting the documents. 

· Remains focused on the “big picture.”  Be sure not to go astray here: don’t include results related to your research.  The place to tie your data to this secondary research is in the data analysis section. 

· Contains proper in-text citations for all quotes and paraphrased material.  Invest in a style guide or take advantage of citation tools—just be careful to review the results to ensure proper formatting.

Citation Protocols


In this section, it can be tempting to copy text from other sources and drop it into your report; however, it is important to use your own words to describe what you have learned.  If you do wish to quote an article directly, limit yourself to two or three sentences and be sure to cite the author appropriately.  For in-text citations, use parentheses to identify the work according to the standards set by the style you are using; footnotes should be reserved solely for explanatory notes that don’t fit naturally in your narrative.  Note that parenthetical citations appear inside punctuation.

Speaking of citations, what should you cite?  We all know that we need to formally cite anyone whose words we quote directly.  The finer points of citation procedure dictate that we also provide attribution whenever we paraphrase individuals or describe their ideas, opinions, theories or examples.  It is also important to cite facts or statistics that are not common knowledge. 


While short citations are generally recommended, you may find that a more substantial quote is warranted in some cases.  For quotes longer than 40 words in length, special formatting is required.  Indent the entire quote one-half inch from the left margin.  Maintain a normal one-inch right margin and line-and-a-half spacing for the quote.  Do not use quotations marks at the beginning and end of the quotation.  As an example, Timothy Morton cited this passage from S. Alhir’s Learning UML in his master’s thesis:
Component-oriented programming has established itself as the predominate software development methodology.  A successful component technology must provide a development environment and tools that will allow you to rapidly develop components. .NET offers a superb development environment and semantics that are the product of years of observing the way you use COM and the hurdles you face. All .NET programming languages are component-oriented by their very nature, and the primary development environment (Visual Studio .NET) provides views, wizards, and tools that are oriented toward developing components (Alhir 2003). 
Additional Tips


Review your writing to ensure smooth transitions from one topic to the next.  Is there a natural flow from the general to the specific?  Are elements given equal or proportional weight, depending on their relevance and importance?  Have you included everything you need to support your subsequent methodology and findings?  Have you inadvertently included information that is not really relevant to the remainder of your report?


The final word on your literature review: remember, do NOT refer to your research responses, hypothesis, methodology, findings, recommendations, or anything else specifically related to your primary research in this section. The literature review is all about others, not about you!

Chapter 3
Methodology and Procedures: The View on the Ground

This section presents the road map you followed as a researcher.  The careful planning documented in this section will distinguish your project as good research rather than simple data gathering.  Describe in detail how your data was collected.  Provide a step-by-step description of the formal process you used to research your question.  Include a description of the sample or population you studied and the questions you asked.  While you are all too well-acquainted with the details of your approach, your readers will not be. You need to provide enough specifics that another researcher could replicate your study. Key considerations in this section include: 

· Be specific enough in your explanation that someone could effectively replicate your research.  How did you identify your target subjects?  How did you reach them?  No detail of your approach is insignificant for the person trying to update or validate your work.

· Be sure that you only include information here about the research you undertook. Any information you garnered (such as what you learned from informal interviews, workshops, etc.) should be covered in the literature review section. 

· Do not report any results in this section. This is only the “how” section, not the “what” part.

· Describe any researcher bias or scope limitations before moving on to your findings.
Inserting Figures, Graphs, and Tables


You will likely want to illustrate specific points with tables, figures and/or graphs of different kinds.  Not surprisingly, there are protocols to follow for these illustrations. Be sure that you:

· Introduce each illustration in your text—don’t just drop it into the page.

· Insert the illustration as close to its in-text reference as you can.

· Allow text to wrap around small graphics; don’t wrap text around tables.

· Number each illustration according to its type (i.e., count tables separately from graphs and figures).

· Include a meaningful title above the graphic and indicate its source below it.

· List the illustration in the appropriate Table in the front matter of your paper.

For instance, Timothy Morton included Figure 3.1 in his master’s thesis.  In his explanation of these three data arrays, he would need to refer not only to the figure itself, but also provide context for each set of information.  He would also need to explain the acronym in the title of this graphic if his readers might not be familiar with it.  The source of information like this might be as important as the data itself, so be sure to refer to it and include it in your works cited list.

Later in Timothy’s thesis, he added a table (see Table 3.1 below) to illustrate his work.  Note how he starts a new numbered list for tables, separate from the list he started for figures. 

Table 3.1 Two Item Inventory-costing Model: 50x99
	Item
	Pieces
	Cost
	Sq. Feet
	Net Wood
	Freight
	Landed Cost

	1
	1,200
	750
	41,250
	30,628.13
	83.33
	30,711.46

	2
	6,000
	1,100
	206,250
	226,875.00
	416.67
	227,291.67

	Total
	
	
	247,500
	257,503.13
	500.00
	258,003.13


Source: Research Analysis
Table Formatting

Tables offer an excellent way to present data , but the effectiveness of your presentation will depend on their formatting.  Take note of the formatting applied to the example above:

· Entries are single spaced; row height is adjusted to one half inch to provide needed white space.

· The text is vertically centered in each cell.

· All numbers are right justified to ease interpretation.

· Column labels are clear and easy to understand.

· Column headings and totals are bolded to draw the reader’s eye.

· Column widths are evenly balanced for content.
Chapter 4
Findings: The View from the Trenches 


Finally—you  get to share what you learned through your own research!  This is the section that requires the most self-discipline: there are very specific ways for you to report what you learned and you need to follow them closely to maintain your credibility as a researcher.

Findings 


At last, a place for your very own data!  What were the results of your research? Because this is often the most-read section of any report, it must be very clearly written. But wait—no telling us what it means quite yet!  Well-presented findings are characterized by:

· A strict focus on data – there should be no interpretation in this section. 

· Appropriate charts, graphs, and tables to display data effectively. 

· Charts that report similar data using the same scale (i.e., 1-100) to depict the data, allowing for “apples to apples” comparisons.

· Data displays that are correctly labeled with meaningful titles and named sources.

Data Analysis 


Here’s where you finally get to talk about what you think it all means.  What statistical analysis did you perform?  What did it tell you about the data you collected?

But wait—you can’t tell us yet how you feel about what it all means!  Be sure you only discuss the findings from your primary research.

Chapter 5
Conclusions

In this section, you will offer your final thoughts on your research question and what your research told you.  This is the only place in your report where you may share your closely held opinion about what your hard work has revealed.  Consider sharing your thoughts on:

· The limitations of your research,

· The possibilities for additional research, and/or

· The significance of what you learned within the context of your original research question, etc.


Before moving on from this section, go back and review your introduction.  Does your conclusion bring your readers full circle?  Have you demonstrated everything that you promised?  Is everything neatly tied and beribboned?


Here’s how Timothy Morton concluded his thesis:


In the final analysis, it is now possible to create header/detail Web applications that can meet the needs of users and IT staff.  There are many ways to accomplish this task; I just presented one possible approach.  The main obstacles to overcome are the changes to the header section that affect the detail section and making the detail section as user friendly as possible.  It turns out that users perceive this Web application as more user friendly than the Windows application.


Works Cited

[The structure of your bibliography will vary depending on your choice of style conventions. You may have a Works Cited page for the people whose work you cite directly in your paper as well as a bibliography of works that you reviewed, but did not necessarily cite. Whatever style you use, all entries should be:

· Listed in alphabetical order, 

· Formatted with hanging indents of one half inch for all entries longer than one line, and

· Spaced the same as the remainder of your paper (space-and-a-half).

If you use a citation generator (in Word or online), be sure to review all citations carefully for completeness and accuracy—glitches happen!
Timothy Morton’s paper included the following bibliographic citation.]
Alhir, S. S.  Learning UML. Sebastopol, CA: O’Reilly & Associates, 2003.

Appendix A

Glossary

[Use appendices for details that would otherwise bog the reader down irretrievably in your narrative.  In informal reports, these items might be referred to as Exhibits, but for formal reports, all explanatory materials belong in appendices.  Examples of items to include are detailed data tables from your research, samples of your survey or interview questions, results of other research that your project relied upon, etc.  Each element should be labeled with its own letter (A, B, C, etc.) determined by the order of its introduction in your report.

Your appendices should not include:

· Completed surveys or questionnaires

· Any materials not referenced in your report

· Actual articles described in your lit review

· Indirectly-related materials used to “pad” your report

Timothy Morton included this glossary of special terms as an appendix to his thesis.]
Code behind A feature of the .NET framework that allows separation of HTML script and (for the purpose of this paper) the C# code.

Component-oriented A term to describe a design or programming style that has two main components (for the purposes of this paper): Language independence and secondly, this term implies using the instantiation of objects more heavily than the use of inheritance.

DLVD A freight term. Used to describe shipping terms wherein the producing mill will pay shipping delivered to the buyer’s dock.

FOB MILL A freight term. Used to describe at what point (the producing mill) the buyer (TP) is responsible for shipping costs.
Header/Detail A term used to describe a very common structure in business computing wherein a transaction has information that relates to the transaction as a whole (header), and then line item information that relates to a particular line item within the transaction (detail)

HWDPO The Purchase order application. This represents the application that contains all of the classes and object to perform the task of creating, editing, deleting and printing hardwood veneer purchase orders.

HWDVNR The Business class for the HWDPO application. This is stored in HWDPO.cs

PO Purchase Order. This can either refer to the printed document or the transaction stored in the ORD and ORDDTL database tables or a part thereof. This also refers to the user interface tier of the HWDVNR application. PO.aspx represents the web page (ASPX script) and PO.aspx.cs holds the Microsoft .NET C# code for the PO.aspx page.

OPENORD The open orders table. This table holds information on what orders are currently outstanding. This represents wood that has been ordered but not yet received.

ORD The header table in the header/detail tables for a purchase order. This is the “one” in the one-to-many relationship between the ORD and ORDDTL tables.
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