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LI5001 SUPPLY CHAIN MANAGEMENT RESEARCH PROJECT
SPECIFICATIONS AND FORMAT FOR FINAL PROJECT REPORT
A) GENERAL INFORMATION

1) INTRODUCTION

This guide serves to assist students in the preparation of their final Project Report. The report is a partial requirement for the module LI5001 Supply Chain Management Research Project which is a core module for the award of the Master of Science in Supply Chain Management (M.Sc. (SCM)) degree. The requirements in this guide have been specified to facilitate the care, preservation, and dissemination of the report. Any changes to the content of this guide (e.g. deadlines, instructions etc) will be communicated to the students.

2) SUBMISSION PROCEDURE

a) Mid-Term Progress Report Submission 
Students are to submit a copy each of their mid-term progress report to the TLI-AP Degree Education program executive and NUS Supervisor marking and grading by the specified deadline as advised by TLI-AP. The copy must be ring bound and may be printed on single or double side. 
b) Poster Examination
The final poster examination will be held in a common open session on a specified date as advised by TLI-AP. Students will be notified of any change in schedule, should there be any, via e-mail in due course.

c) Final Report Submission & Examination
The final report, ring bound, must be submitted, one copy each, to the TLI-AP Degree Education program executive and the NUS Supervisor by the specified deadline as advised by TLI-AP.   

Below is a checklist of the submission requirements:

1) Electronic copy of the report saved in a CD-R. The CD should be labelled with the students’ names and registration numbers, project company name and the title of the research report.
2) The copy should be sanitised of all research-specific information which the company concerned deemed confidential. Students should work with their NUS Supervisor to ensure that this is properly done. If your NUS Supervisor needs to sign a Non-Disclosure Agreement (NDA) with the company that provides the data used in the report, please notify your NUS supervisor and the TLI-AP Degree Education program executive. An NDA form for the research concerned should be used.

d) Confidential Report Submission to Company
The purpose of the submission is to provide the sponsor company with a detailed and customised report of the problem it tasked the students with. This report will contain confidential data specifically collected from the company for the purpose of the research and for producing the report. 

The report must be ring bound and printed on single side.

3) COPYRIGHT

The University will hold ownership of the copyright to the report produced by the students in accordance with the University’s rules and regulations. Any further publication of the report in whole or in part shall be made only with the explicit authorisation from the University’s Industrial Liaison Office (ILO), in consultation with TLI-AP. However, the student is authorised to use the information contained in the report for the purpose of publishing other works.
a) Implementation: How to Copyright a Document
Each student should place the appropriate copyright notice on the report. Copyright notice consists of four elements:
1) The symbol "©" and/or the word "copyright";

2) The year of publication;

3) The name of the copyright owner; and

4) The words "All rights reserved."

These four elements should appear on the title page in this manner: 

© 2013 National University of Singapore.  All rights reserved.

A copyright notice should also appear on all materials in non-paper formats included with the report submitted (e.g. audiotapes, videotapes, floppy disks and CDs).

b) Use of Reprints or Previously Published Material in a Report
Each student is responsible for obtaining the necessary permission for including previously published material as part of the report. For example, if a student has already published part of a report as a journal article and, as a condition of publication, has assigned title to the journal's publisher, the student has no further rights in the article. Written permission must be obtained from the publisher to include the article, or any portion of it, in the report. Similarly, permission must be obtained to include papers written while the student was undergoing an internship, if the title belongs to the research organisation. 

If the student knows, prior to publication or the start of the project, that such material will be included in a report, he or she may wish to retain title to the material or to reserve sufficient rights to use the material. 

4) POLICIES FOR RESTRICTIONS ON THE DISTRIBUTION OF THE REPORT 
The Report should be undertaken in light of the University’s policy of open and free interchange of information. Written notification of patent holds and other restrictions must reach TLI-AP before the report in question is received, as under normal circumstances, all reports are open and available for public inspection once they have been received by TLI-AP. 

When there is good reason for delaying the distribution of a report, the procedures below should be followed:

a) Patent Claims

When the University holds the rights to any intellectual property contained in a report, students and their respective thesis supervisors must work with the NUS ILO to determine if a patent application is to be filed. If so, ILO will notify TLI-AP and the report will be withheld from distribution for up to one year. If an extension is required, application must be made to the Executive Director of TLI-AP, who will inform all parties if an extension is approved. 
b) Government and Statutory Board Restrictions

A student should not publish and distribute a report where government restrictions apply and prior approval is required. TLI-AP recognises that certain government agencies or statutory boards may require that a report be submitted for security review before they can be placed in the libraries or published. 

c) Privacy and Security

Occasionally, on completing a report, a student may feel that its distribution will jeopardise the privacy or safety of the author, other individuals, or companies. If the report cannot be rewritten to remove the problematic material, the student should submit the report to TLI-AP. The report will be withheld from distribution for a reasonable period of time, which will be decided upon by the Institute and kept to a minimum wherever possible.
B) FORMATTING
1) GENERAL

The report must be written in English. The research project report must make some contribution to knowledge and not be mere collation of existing material.  

Work which has been submitted for a degree of, or for which a degree has already been conferred by the University or any other university, may not be submitted again as a LI5001 Research Project report but students are not precluded from incorporating part of such work, provided that, in the research project report, it is clearly indicated the part of the work which has been so incorporated.

Students may, in addition, submit such other published work as desired, provided it has not already been submitted for a degree in the University or any other University.

2) LENGTH OF THE REPORT
The word limit for the final report (including footnotes but excluding appendices, bibliography, maps, charts, statistical tables, graphs, illustrations, etc) is 12,000 words.

3) PAGINATION
The entire report (including title page, prefatory material, illustrations, and all text and appendices) must be paginated in one consecutive numbering sequence. The research project report should be numbered in numeric from 1 onwards. This sequence should include everything bound in the volume such as diagrams, photographs, etc. The title page is always considered to be page 1, and every page must be included in the count regardless of whether a number is physically printed on a page. The page numbers must appear in either the lower or upper right hand corner. The position of the page numbers does not change even on pages with landscape mode illustrations. Published material submitted with the report, whether bound in with the report or not, should not be included in the pagination.

4) TYPEFACE AND SIZE

For the main body of the text, font size should be 10 to 12 points (font is the height in points, with 28 points = 1 cm) and should not be script or italic.

Notes and the text in tables, etc., should not be smaller than 8 points. Do not choose a typeface that is difficult to read. Times Roman, Arial and Helvetica are acceptable.
5) MARGINS AND SPACING

Top, bottom, and right side margins must be at least 2.5 cm to allow for trimming.  The left hand margin must be at least 3.7 cm to allow for binding. All information (text headings, notes, and illustrations), excluding page numbers, must be within the text area. 

The text of the research project report must be double-spaced throughout with the following exceptions:

1) Captions for figures/tables should be single-spaced;

2) List of figures/tables – should be single-spaced and double-spaced between entries; and

3) Footnotes – should be single-spaced

Abstract, biographical notes, notes and bibliography should be single-spaced.

6) PREFATORY MATERIAL

a) Selecting a Title

Your work will be a valuable tool for other scholars only if it can be located easily. Modern retrieval systems use the words in the title (and sometimes other descriptive words) to locate works. Therefore:
1) Be sure to select a title that is a meaningful description of the content of your manuscript; and 

2) When possible, use word substitutes for formulas, symbols, superscripts, Greek letters, etc., which do not appear on most computer keyboards and would render your title unsearchable.
For example, "The Effects of Ion Implantation and Annealing on the Properties of Titanium Silicide [not TiSi2] Films on Silicon Substrates" 

b) Title Page

The title page should contain the title, names of the authors, the module name (i.e., LI5001 Supply Chain Management Research Project), the month and year that the final report was to be submitted. (See example below.)
	Research Project Title

by

HE Wei
LIM Yao

TAN Ah Kow John

SUBMITTED TO THE LOGISTICS INSTITUTE – ASIA PACIFIC
IN PARTIAL FULFILLMENT OF THE REQUIREMENTS 
FOR THE MODULE
LI5001 SUPPLY CHAIN MANAGEMENT RESEARCH PROJECT
NATIONAL UNIVERSITY OF SINGAPORE
MAY 2016
© 2016 National University of Singapore, All rights reserved


	 


c) Abstract

Each report must include an abstract, preferably one single-spaced page, but not more than two pages (generally less than 350 words) with 5-10 keywords. The abstract should be thought of as a brief descriptive summary rather than a lengthy introduction to the research project report. The abstract should immediately follow the title page. (See template below.)
	<Research Project Title>
by

<Student Name1>
<Student Name2>
<Student Name3>
Submitted to TLI – Asia Pacific on <Month and Year> 

 In Partial Fulfilment of the Requirements For The Module

LI5001 Supply Chain Management Research Project
Abstract

Content of the abstract should be a 
single-spaced summary and 
kept under 350 words
Keywords

Type in 5 to 10 keywords
Project Supervisor

 <Title & Name of NUS Supervisor>
<Department of NUS Supervisor>
National University of Singapore


	-




d) Chapters

Each chapter should be presented with each section numbered and carrying a heading. 
Chapter 1, which is fairly generic, should be as follows:
	CHAPTER 1  INTRODUCTION

1.1 Background
-This section provides the background to the thesis

1.2 Motivation for the work

-This section states the purpose of the work

1.3 Objectives of the work

-This section states what are to be realised or achieved in the thesis

1.4 Organisation of the report

-This section states briefly what is presented in each chapter.


	


Chapter 2 onwards should contain the report proper and be titled appropriately.

e) Biographical Note
Although not a requirement, the report may contain a short biography of the students, including institutions attended and dates of attendance, degrees and honours received, titles of publications, professional experience and other matters that may be pertinent. This section may be single-spaced. 

7) NOTES

In some cases, it may be more appropriate to place references at either the end of the chapter in which they occur or at the end of the report. Whenever possible, however, notes should be placed at the bottom of the appropriate page or in the body of the text. If notes appear at the bottom of the page, they should be single-spaced and included within the specified margins.  The complete references should be given in the Bibliography as follows:
1) The author’s name with initials;

2) If the reference is a book, list the title, name of publisher, date of publication and the page; and

3) If the reference is an article from a journal or periodical, list the name, volume, date and page.
References should not be given as footnotes.
8) APPENDICES

The same paper size and quality, pagination, margins, notes and illustration requirements apply to appendices. They support the research in your project report and should be as readable and reproducible as the rest of your work. Page numbering should continue the consecutive pagination of the report. 

9) ORGANISATION

The following in the order given, all of which must be bound with the report, must precede the report proper:

1) Title page

2) Acknowledgements
3) Table of Contents

4) Abstract

C) PRODUCTION

1) PAPER

The paper must be chosen for its permanence and durability.  The paper used should be sufficiently opaque (at least 80gms) so that text and illustrations on one side do not impair readability on the other. The standard size for the project report is international A4 size (210mmX297mm).

The following are not acceptable for either copy: 

1) recycled paper

2) erasable paper 

2) COPYING METHODS

It is acceptable to submit computer generated, photocopied or typewritten copies of the report as long as each meets all of the physical requirements described in this guide, including specifications for the quality of paper. The quality of print for all copies must be sharp all over with clarity and contrast sufficient to be easily readable on paper and to provide for successful reproduction. Clear, clean and sharp copies are required. The print must be properly fused to the paper and have a clean background, free from extraneous lines, blotches, stains, and scratch marks. Regardless of the process used, be sure that all copies of the project report are carefully collated and that no pages are missing.
3) DOUBLE-SIDED OR SINGLE-SIDED PRINTING

Single-sided printing should be adopted. 
4) CORRECTION DEVICES

Correction fluid and correcting paper may not be used. 
5) OVERSIZED PAGES

Charts, graphs, tables, etc., should be reduced whenever possible to the international A4 (210mmX297mm) format. If material is not reducible, oversize sheets must be folded to come within the margins so the folds will not be trimmed off or bound in during the binding procedure.
6) ILLUSTRATIONS

a) Use of Color

If colour is deemed necessary, the colour should be well chosen so that when the black-and-white copy when reproduced will be clear. 
b) Adhesives

The use of tape, glue, or any kind of adhesive (scotch tape, spray adhesive, rubber cement, etc.) is not acceptable. 
c) Charts, Graphs and Tables

Charts, graphs and tables must be professionally drawn using computer software and properly printed on a good printer. No hand-drawn or hand-written submissions should be made unless they form part of a raw data record on forms or the like. 
All diagrams must be within the margins. 

d) Photographs

Photographs may be in colour or black and white. They should not be printed on special photo paper. 
7) COVER 

The front cover should be labeled with the following information only in BLOCK LETTERS: Project Title, Authors’ Names, Degree Program, University, Month and Year of submission. 


The research project report must be ring bound. 
8) NON-PAPER FORMATS

The non-print magnetic media described below may accompany the written text of the project report; one copy should accompany each copy of the project report submitted. A special pocket should be created within the report to contain all of such submissions. 
a) Labels

A label must be applied to all material in non-paper format. The following information must be included: 
1) Authors’ names;

2) Degree date

The label should also include any relevant technical specifications, such as: 

CD-ROM

1)   Density;

2)   Hardware required (if appropriate);

3)   Silent or sound;

4)   Colour or black and white, if movie file; and 

5)   Program segments
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