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1. [bookmark: _Toc386623069][bookmark: _Toc39109705]Introduction (Heading 1)

This chapter comprises background of the project, the reasons for taking it, problems addressed by the project and expected outcomes. A good report starts with an introduction to the title of project. The necessary background information is provided to establish context of the project. The motivation and significance of the project should be highlighted. A crisp problem statement is followed by scope of the project along with any limitation or exclusions. The specific objectives to be achieved should be stated. A roadmap or organization of report concludes the chapter.

2. [bookmark: _Toc386623070][bookmark: _Toc39109706]Content

When drafting your document, you may keep the data in separate files. You can later copy and paste them in this template using “Keep Text Only” so that source formatting isn’t included. 

Always proofread your document. MS Word provides grammar and spell checking. Although the grammar checking isn’t perfect at all times, the service serves as a great guide in constructing your statements. The rule of thumb states that if it doesn’t sound good, then something must be wrong. When using MS Word you can change it to, “when there’s a red, green or blue wavy line, then something must be wrong.” Other proofreading pointers follow in the next subsections.

2.1 [bookmark: _Hlk39101735][bookmark: _Toc39109707]Subtitle 1 (Heading 2)

Before using abbreviations or acronyms, make sure that the long name has been used first followed by the short name enclosed in parentheses. Afterwards, the abbreviations and acronyms can then be used alone. However, try not to use them when writing titles or subtitles.
Notice Heading 2’s format with a style of Bold, Italics and Left Indent. This format should be followed for all subtitles and even inner subtitles.

2.2 Subtitle 2 (Heading 2)

Use metric system’s modern form, the International System of Units (SI), in writing units. Table 3.1 shows the seven SI base units. Don’t be mistaken for the acronym SI as it came from French, Le Système international d'unités.

[bookmark: _Toc386971495]Table ‎2.1 The 7 SI Base Units
	Unit
	Symbol
	Quantity

	metre
	m
	length

	kilogram
	kg
	mass

	second
	s
	time

	ampere
	A
	electric current

	kelvin
	K
	thermodynamic temperature

	mole
	mol
	amount of substance

	candela
	cd
	luminous intensity



Furthermore, always include zero before decimal points of numbers less than one such as “0.75” but not “.75”.

2.3 [bookmark: _Toc386623073][bookmark: _Toc39109708]Equations

	Use the Insert Equation in MS Word 2010 when writing equations by clicking  Insert tab and Equation icon beside the Symbol icon, as shown in Fig. 1.
[image: Equation command in the Symbols group]
[bookmark: _Toc386971116][bookmark: _Toc386971217]Figure  ‎2.1  Equation Icon in Insert Tab of MS Word 2010
	Equations should be numbered consecutively as in (1) and (2). A center tab and a right tab stops were used in the example so that the formula is centered while the number is right aligned. Equation (1) is the formula to get the area of a circle while (2) is a quadratic equation. Notice that the word “equation” was used in the beginning of the statement when referring to (1) but was not included when mentioning a formula inside the statement like (2).

		(1)

		(2)

3. [bookmark: _Toc386623078][bookmark: _Toc39109709]Conclusion

	The conclusion is a required part that closes the document with a brief summary of the study including the problems found and the proposed solution. Most importantly, it should recommend to the readers the benefits of pursuing the project based on the researcher’s analysis
[bookmark: _Toc376456320][bookmark: _Toc376456751]
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