MSc Construction Project Management
Dissertation format guidance

Submission:

You need to submit one electronic version (in Word or PDF format) on Moodle and two hard copies of your dissertation, and both versions should be identical. Submissions without the electronic copies will not be assessed.
The word limit for your dissertation is 15,000 (including references but exclude appendices), with 10% leeway each way. The word count should be presented at the end of your references. 
Hard copy:

The two hard copies should be printed in white A4 paper with black ink. Good quality papers should be used, of at least 80gsm (grammes per square metre) but preferably 100gsm (this is standard photocopy-grade paper). Printing should be on one side of the paper only. You should use simple spiral ring binding.
Margins

2.5cm margin should be left to the top, right-hand and bottom sides of each page, and a binding margin on the left should be 3.0cm (like this document).  
Line space

One-and-a-half spacing should be used throughout, except for lengthy quotations of four or more lines, which should be inset from the left-hand margin and may use single spacing.  There should be one line space between paragraphs (like this document).
Page number

All pages must be clearly numbered at the bottom of the page (centre) consecutively throughout the document (like this document).
Font
Times New Roman font should be used throughout the document. 
Title: bold, upper case, 24, centre
Name: bold, upper and lower case, 16, centre
Chapter title: bold, upper case, 20, centre
Subheading 1: bold, upper case, 16, align text left
Subheading 2: bold, upper and lower case, 12, align text left
Subheading 3: bold, italic, upper and lower case, 12, align text left
Normal: upper and lower case, 12, justify
Table
Tables should be kept as simple as possible. Tables should be numbered according to the order of appearance, with a clear and concise title at the top of the table. Make sure that they are referred to from the text (see Table 2). Please use a minimum of vertical and horizontal lines. Ensure that the precise definitions of rows and columns are given, and provide a note of the sources of all material used at the bottom of the table (if it is not from yourself). Use Subheading 2 (bold, upper and lower case, 12, centre) font for your table title. 
Figure
Figures (including photos) should be kept as simple as possible. Figures should be numbered according to the order of appearance, with a clear and concise title at the bottom of the figure. Make sure that they are referred to from the text (see Figure 3), and provide a note of the sources of all material used at the bottom of the table (if it is not from yourself). Use Subheading 2 (bold, upper and lower case, 12, centre) font for your figure title.
Figures should be used where relevant, but do not use them unnecessarily. Make sure that they are not too complicated or large. 3D effects are an unnecessary distraction. If colour is used, you may consider print out that particular page in colour. Try to avoid screen shots of computer displays. It is better to render the relevant information into a simpler graphic or chart.
Abstract:

The argument made by the dissertation should be summarised on not more than one sheet of A4 paper, and bound into the dissertation immediately before the List of Contents.  It needs to summarise the focus of the dissertation: why you chose this subject, how you did it, and what you found.

Contents list:

 Immediately after the title page, a contents page should list – with page numbers: 

Abstract


List of illustrations


List of tables


Chapters (with titles and with major sections)


References


Appendices

Writing:

Your writing should be as plain and precise as possible. Unless you feel that you are a master of the extended metaphor, keep your writing simple and unadorned: avoid the flowery phrase, and avoid jargon wherever possible. Use short sentences. They always provide punch.

Where you must use professional jargon and acronyms, always define them when first used.

But be very careful always to use correct English grammar: use complete sentences (with verbs); complete paragraphs (one-sentence paragraphs, like the one above, always give a disjointed sense to your text: avoid them).

Illustrative material (general):

Make illustrations simple and clear, and ensure that you do not overload them with information. Their object is to get a message across, forcefully and plainly. Do not spend endless hours in drawing them, but remember that good illustrations always impress (and marks are awarded for presentation), so use the appropriate resources to achieve a professional-quality result.

Above all, remember that illustrations (and tables) are there to strengthen and reinforce what you say in your text, so be sure to include only those things to which your text refers. It is of little help to have illustrations that simply stand alone, not referred to. This applied especially to photos, which should rarely be used simply as unspecific illustration, or decoration. But photos can be annotated, which is often helpful.

All illustrations should have informative captions, and should be numbered in sequence. This helps you to use them within your text (eg "Figure 3 shows that ...).

References:

The University requires you to use the Harvard referencing system, where published work is referenced in the text by giving the author's surname and the year of publication (eg "this argument was put forward by Smith (1989)", or "a case for new regional planning (Jones, 1990)". Full references are then given, in alphabetical order, in the list of references. 

All mention of work by others, whether published or unpublished, and all quotations, must be properly referenced. Failure to do so may be penalised as a form of plagiarism. A full list of all references to which the text refers should be given, in alphabetical order, at the end of the main text. A bibliography is not needed.

Appendices:

Technical details such as lists, calculations or large tabulations of data which support or amplify points in the argument but which, if included within the main text, would interrupt the flow of the argument, should be placed in Appendices.  This is also the place for lengthy discussion of sampling procedures, technical definitions, etc.  Many dissertations gain a good deal by sorting out these technical points into one or more appendices, thereby leaving the text itself uncluttered, able to punch home its substantive message more clearly.  Appendices should be numbered consecutively, referenced within the text, and arranged after the list of references.

Quotations:

Direct quotations should be verbatim, signified by double inverted commas.  Omissions within a quotation should be signified by use of ellipsis (... ).  Interpolations within quotations – e.g. where you are trying to clarify something – should be contained in square brackets (eg "Lewis discussed [some of] the problems of traffic planning").
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