Guidelines for Preparing A Report on Business Best Practices
· The project should be typed on A4 White paper, with 1.5 line spacing
· 1.25 inch margin on left side and 1-inch margins on all other sides
· All pages should be numbered, and numbers should be placed at the center of the bottom of the page

· All tables and figures should be consecutively numbered, and suitably labeled
· 1 spiral bound copy (Covers in green colour only) & a soft-copy (CD) should be submitted to the department duly signed by the faculty guide and the HoD
· The size of project report should be Minimum 30 pages and Maximum 40 pages
Font type:
 Times New Roman
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BIBLIOGRAPHY
· List the books, articles, journals, magazines, websites that are referred and used for analysis in alphabetical order respectively
· Sample Bibliography (Harvard Referencing style) is as follows:
Saunders, M. et al (2003), Research Methods for Business Students (3rd Edition), Pearson Education, India
· Appendices are to be appropriately numbered/lettered in a separate sequence (suggested A, B, C...) 

· Arrangement of contents of project report - The sequence in which the project report material should be arranged and bound should be as follows: 

1. Title page 

2. Contents page
3. List of Tables

4. List of Figures

5. Chapters

6. Bibliography

7. Appendices
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Do’s
· The Tables and Figures shall be introduced in the appropriate places

· Bold can be used to highlight important things where ever it is necessary
· In bibliography the book name should be mentioned in italic font style and website address should be given with its full URL
· List of Tables and Figures pages should be numbered separately, preferably in small Roman numbers (i.e., i, ii…)
· In contents page numbering should be done in a sequence using appropriate tabs
· Flaps should be introduced at the starting of every chapter indicating the chapter number and name 
Don’ts
· Underling should not be used in the report
· No colons should be used in the report 
· Don’t give any numbering for Bibliography and Appendices pages
· Do not mention search engine websites in Bibliography (Google, Ask, MSN, Wikipedia….)
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