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Use an automated Table of Contents by using Heading Styles. Take a course on MS Word if you don’t understand that instruction. 

[bookmark: Nomenclature][bookmark: _bookmark4][bookmark: _Toc18333278][bookmark: _Toc117588971]Nomenclature
A list and explanation of symbols used is not essential, but if your project deals with a lot of quantities and/or abbreviations then it is probably a good idea.

A	Area of the wing								m2
B
C	Roman letters first, with capitals
a	then lower case.
b
c
	Followed by Greek capitals…
	then lower case Greek symbols.
TLA	Finally, three letter acronyms and other abbreviations arranged alphabetically

If a parameter has a typical unit that is used throughout your report, then it should be included here on the right-hand side.

If you have a very mathematical report, then you may wish to divide the nomenclature list into functions and variables, and then sub‐ and super‐scripts.

Note that Roman mathematical symbols are typically in italics.
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[bookmark: 1_Introduction][bookmark: _bookmark5]CHAPTER ONE
1.0 Introduction
This document provides a template for the preparation of final year project reports. The objective is to provide clear guidance to you, the students, and also to provide uniformity to the project reports, to facilitate equitable grading.
If you are using LaTeX a sans-serif font should be used.
If you are using Microsoft Word Calibri font should be used. The font size should be 12pt for main text. The text should be left justified. Avoid italics and bold in the main text. These font requirements comply with SMA policy on accessibility.
All chapter headings should use the “Heading 1” Style, which in this document has been set at 16pt Calibri. The font colour is “Red”, which is the colour used in SMA documents.
The line spacing should be 1.5 with a Auto space after each paragraph, as it is here. This is encoded into the style “body text”
The page number should appear at the bottom of each page starting at 1 on the first page of the Introduction chapter. 
If you are not familiar with concept like styles, captioning, cross-referencing, and how to generate tables of contents, figures etc. in MS Word, then you should either take a course in MS Word online or seriously consider using the provided SMA template to ensure your National Diploma project is consistently formatted and looks like a high-quality technical report.
[bookmark: 1.1_Headings_of_sections_and_subsections][bookmark: _bookmark6][bookmark: _Toc18333280][bookmark: _Toc117588973][bookmark: _Toc117592722]Headings, sections and subsections
Chapters should be divided into appropriate subsections. The sections should be numbered and the section name should be 14pt Calibri in bold (this is built into the “Heading 2” style). The section should be numbered sequentially from 1 within each chapter (e.g. 1.1, 1.2, 1.3 etc.).
[bookmark: _Toc117588974][bookmark: _Toc117592723]Subsection name style
The subsections, if used, should be numbered sequentially within each section. The name should be in 12pt Calibri. It should be bold. You should really try to avoid using sub‐ subsections, but if you do they should be numbered.
[bookmark: 1.2_Length_of_the_report][bookmark: _bookmark7][bookmark: _Toc18333281][bookmark: _Toc117588975][bookmark: _Toc117592724]Length of the report
The page margins should be set to “Normal”, which is 2.54 cm top, bottom, left and right. There may be a table or figure for which it is sensible to deviate from these margins, but in general the main text should be formatted within the specified margins.
The body of the report should be organized into several chapters. There are a number of chapters that you must have: an introduction; a background or literature review chapter; and a conclusion chapter. The focus of the other chapters will depend on your specific project. Refer to the issued guidelines for the page limit. This limit does not usually include the front matter, references list and any appendices. In other words, from the first page of the Introduction to the last page of the Conclusions chapters must be less than the given limit for an Diploma project.
If you exceed these page limits or deviate significantly from this format, you will lose marks.
[bookmark: 1.3_Contents_of_the_Introduction][bookmark: _bookmark8][bookmark: _Toc18333282][bookmark: _Toc117588976][bookmark: _Toc117592725]Contents of the Introduction
The introduction presents the nature of the problem under consideration, the context of the problem to the wider field and the scope of the project. The objectives of the project should be clearly stated.
[bookmark: 1.4_Contents_of_the_background_chapter][bookmark: _bookmark9][bookmark: _Toc18333283][bookmark: _Toc117588977][bookmark: _Toc117592726]Contents of the background chapter
The second chapter is typically a literature review, or survey of the state of the art, or a detailed assessment of the context and background for the project. The exact nature of this chapter depends on the topic and/or methods of the project. It is essential that the work of other people is properly cited. This will be discussed in detail in chapter 2 below. Note that you should use references wherever is appropriate through the report, not just in the literature review chapter.
[bookmark: 1.5_The_Conclusions_chapter][bookmark: _bookmark10][bookmark: _Toc18333284][bookmark: _Toc117588978][bookmark: _Toc117592727]The Conclusions chapter
The final chapter should give a short summary of the key methods, results and findings in your project. You should also briefly identify what, if any, future work might be executed to resolve unanswered questions or to advance the study beyond the scope that you identified in Chapter 1. Note that the page break is built into the Heading 1 style, hence the chapter begins on a new page and you don’t see a page break here.
[bookmark: 2_Figures,_Tables_and_Referencing][bookmark: _bookmark11][bookmark: _Toc18333285][bookmark: _Toc117588979][bookmark: _Toc117592728]Figures, Tables and Referencing
It is very important to properly refer in the text to any figures, tables or previously published work that you are discussing. Adequate and consistent referencing is one of the criteria which will be used to assess your project report.
[bookmark: 2.1_Figures][bookmark: _bookmark12][bookmark: _Toc18333286][bookmark: _Toc117588980][bookmark: _Toc117592729]Figures
Graphs, pictures and other images should be included in your report as a numbered, captioned figure. In MS Word, you need to learn to use the captioning and cross-referencing facilities to do this automatically. An example is given in Figure 0‑1.
[image: ]

[bookmark: _Ref117588023]Figure 0‑1 	Velocity distribution on the mid‐plane for an inlet velocity for case 1. This is a proper caption which is automatically numbered and then cross referenced in the text.
The figure and caption should be centred. The figure numbering starts at 1 at the beginning of each chapter. The caption should provide a brief description of what is being shown. The figure should appear in the document after it is referred to in the text. No figure should be included which is not referred to in the text. Ensure that the size and resolution of images imported from software are sufficient to read any text.
[image: ]There are occasions when it is useful to group several related images together in a single figure. In this case, each sub‐plot should be labelled (a), (b), (c) etc. and may even have a caption associated with each. An example of this situation can be seen in Figure 0‑2. Even if there are captions for each sub‐plot, a caption for the figure as a whole is still required. Word is now as powerful as LaTeX in handling figures and multiple captions. Thus the labelling below is done using a table with no columns to handle the layout. This is a neat trick in Word to avoid the use of columns and section breaks.
	(a) Velocity distribution on the mid‐plane (this text is in a table with no borders)
	(b) Streamlines, coloured by velocity magnitude (this text is in a table with no borders)



[bookmark: _Ref117588763]Figure 0‑2 	Velocity field for VINLET=1.0 m/s. The text has the style “caption”
[bookmark: 2.2_Tables][bookmark: _bookmark13][bookmark: _Toc18333287][bookmark: _Toc117588981][bookmark: _Toc117592730]Tables
Tables are numbered in the same way as figures. Typically tables also have a short caption, but this is not universally true, as shown in Table 0‑1. The number and caption appear above the table here, not below as with figures. That’s mainly dictated by style in your discipline, so go with what you have seen in papers you have read in your area.  Again, no table should appear in the report which has not been referred to in the text. Tables should come after they are discussed in the text. The exact formatting of the table depends somewhat on the content of the table, but in general, the text in the table should be the same font and size as the main text. Examples of appropriate formats are shown in Table 0‑1and Table 0‑2.
[bookmark: _Ref117589499]Table 0‑1
	Flow velocity (m/s)
	0.25
	1.0

	Pressure drop (Pa)
	23.5
	521.7

	Loss coefficient, KL
	1.74	2.03


[bookmark: _Ref117589556]Table 0‑2	 Alternative, simple table format for pressure drop based on inlet gauge pressure
	Flow velocity (m/s)
	0.25
	1.0

	Pressure drop (Pa)
	23.5
	521.7

	Loss coefficient, KL
	1.74
	2.03


[bookmark: 2.3_Equations][bookmark: _bookmark14][bookmark: _Toc18333288][bookmark: _Toc117588982][bookmark: _Toc117592731]Equations
All equations should be numbered sequentially. Do not restart the numbering at the beginning of each chapter. Unlike figures and tables, you may not need to refer to every equation in the text. You should take care to format equations properly. Do not simply try to use plain text. Use the equation editor. An example of how equations should appear is shown in Equation 1.
	(1)
If your report is very mathematical, you should use LaTeX instead of MS Word as it is much more powerful for equation editing and your report will look better.
[bookmark: 2.4_Referencing_published_work][bookmark: _bookmark15][bookmark: _Toc18333289][bookmark: _Toc117588983][bookmark: _Toc117592732]Referencing published work
It is important to give appropriate credit to other people for the work that they have shared through publications. In fact, you must sign a declaration in your report stating that you understand the nature of plagiarism. As well as avoiding plagiarism, citing results or data from the literature can strengthen your argument, provide a favourable comparison for your results, or even demonstrate how superior your work is.
There are many styles to reference published work. For example, the parenthetical style (which is also called the Harvard style) uses the author and date of publication (e.g. “Smith and Jones, 2001”). There is also the Vancouver (or the citation sequence) style, which is shown in this document. In the Vancouver style, the publications are cited using a bracket number which refers to the list in the Bibliography section at the end of the report. The references are listed in order that they are cited in the report. A variant is name sequence style in which the publications are referenced by number, but the list is arranged alphabetically. For example, using the IEEE style, the text might say: 
several studies have examined the sound field around tandem cylinders generated by flow [1, 2], while other investigations have focused on the effect of an applied sound field on the flow [3]. Papers from conference proceedings [4], books [5] and technical reports [6, 7] can be dealt with in the same style.
The IEEE style has the advantage that it is a little more compact in the text and does not distract from the flow of the sentence if there are a lot of citations. However, it has the disadvantage that it is not immediately clear to the reader what particular work has been referenced. You can use author names directly and discuss the work of Finnegan et al. [2] similar to this sentence to make it more readable. 
It does not matter which particular referencing style is used as long as three important considerations are observed:
· the referencing style used throughout the document is consistent;
· all material used or discussed in the text are properly cited;
· nothing is included in the reference list that has not been cited.
Check with your supervisor as they may have a strong opinion on what you should use.
It is strongly recommended that you use a bibliographic tool, such as, as this will facilitate compliance with these three requirements. Endnote allows you to use specific referencing formats very easily and you can automatically build a bibliography directly from Google Scholar or Web of Science. Be aware that Web of Science is more reliable for giving the full record.  Do NOT use footnotes[footnoteRef:1] for referencing in MS Word – learn how to use Endnote. [1:  You should minimise your use of footnotes in general] 

[bookmark: References][bookmark: _bookmark16]Reference
Note this reference is just for illustration purposes and was NOT generated with Endnote and hence is not well formatted. Learn to use Endnote.
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[bookmark: Appendix_A1][bookmark: _bookmark17][bookmark: _Toc18333291][bookmark: _Toc117588985][bookmark: _Toc117592734]Appendix A1
You may use appendices to include relevant background information, such as calibration certificates, derivations of key equations or presentation of a particular data reduction method. You should not use the appendices to dump large amounts of additional results or data which are not properly discussed. If these results are really relevant, then they should appear in the main body of the report.

[bookmark: A1.1_Appendix_numbering][bookmark: _bookmark18][bookmark: _Toc18333292][bookmark: _Toc117588986] Appendix numbering
Appendices are ideally numbered sequentially, A1, A2, A3 but this is not as easy to set up in MS Word and is likely to compromise the rest of your heading numbering system unless you really understand styles and sections in detail. Hence, we have just incorporated that into the heading name here as a compromise. The sections, figures and tables within appendices are numbered in the same way as in the main text. For example, the first figure in Appendix A1 would ideally be Figure A.1. but it will be 4.1 here. Equations continue the numbering from the main text.
More Appendix data
Is here
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