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INTRODUCTION 

1. This handbook on the Guidelines for Dissertation Format of Post Graduate Coursework Programmes has been prepared by the Institute of Graduate Studies (IGS) of Universiti Teknologi MARA (UiTM)  to help graduate students prepare their dissertations for acceptance by the university. 

2. A dissertation has to be formatted. The dissertation formatting guidelines presented in this handbook are the basic requisites of writing that have to be taken into consideration in order to meet the academic requirements. This handbook deals with the following guidelines on formatting a dissertation for  Master and Doctorate Degree Programmes by Coursework.
· Technical specification
· Layout and Arrangement  of Contents

· Body of Dissertation

· Reference Materials

· Writing Conventions

· Quality and Integrity of the Dissertation

· The Process of Dissertation Submission

· Appendices 

3. This dissertation format guide could not have been completed without the continuous support and invaluable contributions by the Head of Graduate Programme (Coursework) at each faculty level.

1.0
TECHNICAL SPECIFICATION

1.1
Length of Dissertation
As a general guideline, the length of a: 
1. Doctoral dissertation is a minimum of 40,000 words and should not exceed 60,000 words (excluding charts and appendices).
2. Masters dissertation is a minimum of 10,000 words and should not exceed 30,000 words (excluding charts and appendices). 
3. Independent Study is a minimum of 7,000 words and should not exceed 9,000 words.
1.2
Typing, Style and Printing
Microsoft Word programme should be used for typing. 
For writing style, candidates can use the APA citation style or Harvard style. A dissertation should only use one citation style that is generally accepted and suits its norm in the field of study and should be used consistently throughout the dissertation. Candidates are advised to refer to the latest conventions of writing from websites.  
All final copies of the dissertation should be printed on laser printer for quality printing.
1.3
Typeface, Typing Quality and Font Size 
The entire body text of the dissertation, including headings and page numbers, should be of the same font or typeface.  Either “Times New Roman” or “Arial” should be used. Whichever font is used, it needs to be used consistently throughout the dissertation. 
1.3.1
Font Size
· Text: Times New Roman 12 / Arial 11. Text should not be scripted or italicised except for:
· Scientific names, terms in a different language, and quotation.
1.3.2
Symbols or special characters / notations not found on the computer
keyboard 
· Should be drawn in black ink with a mechanical guide.
1.4
Margins
Margin specifications are meant to facilitate binding and trimming. The stipulated margins for the general text are as follows:
· Top edge

  : 2.5 cm (1 inch)
· Right side

  : 2.5 cm (1 inch)
· Left side

  : 3.8 cm (1.5 inches)
· Bottom edge
  : 2.5 cm (1 inch)
All information including text headings, footnotes and illustrations should be within these margins.
Note: It is imperative that the page set-up is formatted accordingly prior to the drafting of the dissertation.

1.5
Paragraphs
Every paragraph should not be indented. 
A new paragraph at the bottom of a page must have at least two full lines of text. If not, it should begin on the next page.
All paragraphs should be “justified”.
1.6
Spacing
Use double spacing between lines and paragraphs with exceptions of the following which have triple spacing: 
· Between Headings and Text.
· Text and Headings
· Text and Equations
· Text and Tables
· Appendices, such as Questionnaires, Letters
1.7
Preliminary Pages Pagination
All pages in the preliminary section such as Acknowledgements, Table of Contents etc. should be numbered in consecutive lower case Roman numerals (i, ii, iii, iv, etc.), except for the Title page which is suppressed. 
All pages of the main text including the references or bibliography, appendices, tables and figures should be numbered consecutively in Arabic numerals (1, 2, 3, etc.).
Page numbers must not be punctuated, bracketed, hyphenated nor accompanied by any decorative symbols and should be bottom centered. The position of the page number must be consistent throughout the dissertation.
Each appendix should be identified separately using a capital letter (Appendix A, Appendix B, etc.) on the top center of the page. No separator pages are allowed. 
1.8
Headings and Subheadings
All headings (except Level 1 heading) and subheadings should be numbered and bold. The following table illustrates the format of the heading and subheadings. 
Table 1: Format of headings 
	Headings
	Levels

	Centered, Bold, Uppercase Heading 

e.g.                                   CHAPTER 1  
NEW TRENDS IN THE CONSTRUCTION INDUSTRY
	Level 1

	Numbered, Bold, Aligned Left, Uppercase Heading

e.g.  1.0   INTRODUCTION
	Level 2

	Numbered, Bold, Aligned Left, Capitalise Each Word Heading

e.g.  2.1   Construction Industry 
	Level 3

	Indented, Bold, Aligned Left, Capitalise Each Word Heading 
e.g.          2.1.1   Malaysian Construction Industry

                2.1.2   International Construction Industry
	Level 4

	Indented, Bold, Aligned Left, Sentence Case Heading 

e.g.        2.1.1.1   Types of work
	Level 5


1.9
Notes and Footnotes
They are only applicable to tables and figures. Footnotes, unless necessary, should be kept to a minimum. The 9 point font size is to be used for notes and footnotes. 
1.10
Tables
Each table caption must be centered at the top of the table (title case).  Table Heading should be as shown below:
Table 1: Format of headings 
(Centred, Italised-only the word Table 1 and the table number; and Sentence Case Heading)
1.10.1
Table Numbering
The relevant tables are grouped and numbered sequentially within the respective chapter. For example, tables found in Chapter 4 should be numbered Table 4.1, Table 4.2, Table 4.3, and so on.
1.10.2
Table Presentation
Table presentation must be without vertical lines and used consistently throughout the dissertation. 
Example in Chapter 4
Table 4.1:  Surface area and porosity of bleaching soil
	Chemical Composition
	Surface Area (m2g-1)
	Porosity 

(cm3g-1)



	Neutral clay
	0.68
	0.68

	Bleaching clay

(0.5 M H2SO4)
	0.80
	0.80

	Bleaching clay

(1.0 M H2SO4)
	0.80
	0.80


Note: Pradas, Sanchez and Campo (1993, p. 23). Influence of the physical chemistry properties of an acid activated bentonite in the bleaching of olive oil.
If a table is taken from another source, the reference must be cited properly at the bottom left of the table. 
If any table continues to the following or subsequent pages, the top line of the page reads (for example): Table 4.2 continued. The caption is not repeated
1.11
Figures and/or Plates
Each figure caption must be centered at the bottom of the figure (sentence case). Figures may be illustrations, graphs, maps, charts and diagrams. 
Only the word Figure and the figure number are italicised. A figure normally should not extend beyond one page. If it does, the same guidelines as for tables should be followed.  
The relevant figures are grouped and numbered sequentially within the respective chapter. For example, figures found in Chapter 4 should be numbered Figure 4.1, Figure 4.2, Figure 4.3, and so on.
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Figure 4.2: Compressive strength of Rice Husk Ash (RHA) concrete of Grade 30
If a figure is taken from another source, the reference must be cited properly at the bottom left of the figure. 
If any figure continues to the following or subsequent pages, the top line of the page reads (for example): Figure 4.3 continued. The caption is not repeated.
Schematic and line diagrams should be drawn with the aid of a computer or with mechanical aids using black ink on white paper. 
The same rules apply for the use of Plates.
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Plate 4.1: The view of the Tuanku Syed Sirajuddin Building, UiTM from the Dataran Tengku Fauziah
1.12
Equations and Formulae
Every equation should be numbered and centered continuously in parenthesis aligned to the right. 
1.12.1
Equations and Formulae Numbering
The relevant equations and formulae are grouped and numbered sequentially within the respective chapter. For example, equations and formulae found in Chapter 4 should be numbered Equation 4.1, Equation 4.2, Equation 4.3, and so on.  For example, the first equation should be numbered as:
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If more than one equation, label the equations accordingly.

2.0
LAYOUT AND ARRANGEMENT OF CONTENTS

2.1
The dissertation is composed of three parts:
· the preliminary section
· the text or main body, usually divided into chapters and sections
· the reference materials, usually consisting of references or bibliography and appendices
The contents of each part should be arranged in a logical order using sections and sub-sections, all correctly numbered (see 1.8).
The following is an example of how various sections in a dissertation are arranged. It is recommended that this sequencing be used as a guide; not every dissertation includes all the items listed below.
	Item
	Remarks

	1.0     Preliminary Section

	Blank leaf
	

	Title page
	Not paginated but counted as 'i'

	Author’s Declaration
	Paginated as ii

	Abstract
	Paginated as iii (continuing lower case Roman numeral on preceding page pagination); listed in Table of Contents

	Acknowledgement
	Paginated; listed in Table of Contents

	Table of Contents
	Paginated (continuing lower case Roman numeral on preceding page pagination); listed in Table of Contents

	List of Tables
	

	List of Figures
	

	List of Plates
	

	List of Abbreviations and Glossary
	Paginated (continuing lower case Roman numeral on preceding page pagination); listed in Table of Contents

	2.0     Text

	Main body (Chapters)
	Paginated beginning with page 1 (Arabic numerals)

	References  and/or Bibliography
	Paginated with the running number continuing from the last page  of the text

	Appendices
	Insert a leaf (the separator) with the word ‘APPENDICES’ in the centre of the page; appendices are paginated with the running number from the last page of the text. This separator sheet is not paginated.

	Blank Leaf
	


2.2
Title Page
This page should contain the following information:
· The name of the University spelt out in full, bold, capitalised and centered:
                 UNIVERSITI TEKNOLOGI MARA
The title of the dissertation
· The title should reflect the content of the dissertation. It should be centered, capitalized, bold and to be single spacing
· Name of the author must be in capitalised and bold.
· The degree for which the dissertation is submitted is stated in title case. (For example, Master of Science, Master of Education, etc.). It should be indicated that the dissertation is being submitted in partial fulfillment of the requirement for that particular degree as shown below:
Dissertation submitted in partial fulfillment of the requirement

for the degree of
Master of Education (Educational Management and Leadership)

Faculty of Education

June 2011
· The faculty in which the candidate is registered is spelt out in title case, bold and with 14 point font.
· The month and year in which the dissertation is submitted for examination is to be stated 2 cm below the faculty’s name, 14 point font.
2.3
Declaration 
The candidate should include on the page before the abstract page, a signed author’s declaration stating the material presented for examination is her/his own work or how far the work contained in the dissertation was the candidate’s own work, and stating that the dissertation is not being submitted for any other academic award.
2.4
Abstract
The abstract should give a brief statement of the research problems, aims of the research, methodologies used, key findings in the context of the whole study, and implications of the study. It should be typed in single spacing and should not exceed 400 words. The abstract is to be placed immediately before the first chapter of the dissertation.
2.5
Acknowledgement
A brief statement of appreciation in recognition of any special assistance rendered to the candidate during the period of research should be included. It should be typed in single spacing and should not exceed one page in length.
2.6
Table of Contents
Titles of chapters, headings, and subheadings must be listed in the Table of Contents and must be worded exactly as they appear in the body of the dissertation.
All headings and subheadings are numbered and to be justified to the left.
2.7
List of Tables, Figures and Plates
The numbers and the captions must be listed in the order they appear in the text.
2.8
List of Symbols, Abbreviations or Nomenclature 

List of Symbols, Abbreviations or Nomenclature must appear after the lists of tables, figures, and plates arranged in alphabetical order.

3.0
BODY OF DISSERTATION
The text is made up of a number of chapters. The major chapters of the dissertation should include but not limited to the following:
3.1
Introduction
This section sets forth the rationale, significance, and objectives of the study. It includes details of the background, statement of the problem, research questions or hypotheses to be tested, assumptions, limitations, delimitations and the scope of study.
3.2
Literature Review
This section includes a fully-referenced review and discussions of previous studies which are relevant to the research. 
3.3
Research Methods
This section gives a detailed description of the research methods and instruments/materials used. Experimental methods should be described so that future researchers would have no difficulty in replicating them. Research methods should include experimental design, the number of subjects, apparatus etc.
3.4
Results / Data Analysis
This section provides the results and analysis of data. The results obtained can be presented as a series of figures, tables, etc., with descriptive texts and discussions. 
3.5
Discussion 
This section discusses the results of the study in relation to the hypotheses or the research questions. It highlights the main findings, their significance and implications. The results should be interpreted in the light of what is already known and emphasis should be placed on what the results add to the subject area. Strengths and weaknesses of the results should be discussed.
3.6
Conclusion And Recommendations
This section highlights the contribution of the findings to new knowledge / applications. It should also discuss the limitations faced in carrying out the research and the scope for further research based on the results.
Candidates may make changes to the above structure of the dissertation according to the nature of their research.
4.0
REFERENCE MATERIALS
4.1
Reference List
This section begins on a fresh page bearing the heading REFERENCES in capital letters, centered without punctuation, 3.0 cm from the top. The list of references begins four spaces below the heading and is single spaced in the same citation but double-spaced between citations. This list must include all the references that candidates have cited in the text of the dissertation. 
It is recommended that candidates use the APA citation style. However those in science and technology field are also allowed to use the Harvard style in writing their references. A dissertation should only use one citation style that is generally accepted and suits its norm in the field of study. The selected citation style should be used consistently.
Candidates are advised to refer to the latest conventions of referencing from websites.  Samples of the APA and Harvard styles are given in the appendix section of this handbook.
4.2
Appendices
This section may contain supplementary illustrative materials such as original data, questionnaires, formulas and quotations too long for inclusion in the text or not immediately essential to the understanding of the subject. A description of lengthy experimental methods or the list of names of participants may be included.
This section may be divided into Appendix A, Appendix B, etc and centered. Each appendix with its title should be listed separately in the Table of Contents as a first order subdivision under the heading APPENDICES.
Tables and figures in the Appendices must be numbered and captioned and also listed in the List of Tables and List of Figures in the Preliminary Section.
5.0
WRITING CONVENTIONS

5.1
Units of Measurement
Internationally recognised abbreviations for units of measurement should be used  as follows:
· 25 millilitres (25 ml)
· 33 metric tonnes (33 mt)
· 15 kilograms (15 kg)
· 12 grams (12 gm)
· 4 kilometers (4 km)
· 6.5 hectares (6.5 ha)
· 57 U.S Dollars (USD57)
The numbers before the units measured should not be spelt out, unless they appear at the beginning of a sentence.
5.2
Numbers
All numbers less than 10 should be spelt out, unless:

· the numbers are part of a series of numbers. (e.g. The children’s  age were 2, 6, 7, 12 and 13 or e.g. The standard deviation for each group was 3, 4, and 15 respectively).
· the numbers are attached to units measured (e.g. 8 cm, 25 litres, 27 hectares).
Numerals should be used for double (or more) digit numbers.
If a sentence begins with a number, then the number should be written in words (e.g.  Fifty one people survived the calamity).
A zero should not be used before a decimal fraction if the number is  less than 1, for example correlations, statistical significance or proportions. The example is as follows:
r(15) = .43, p < .05
5.3
Elliptical Mark
Ellipses are used to show an omission from quoted material. An ellipsis between  a sentence consists of three spaced full stops (…).  When an ellipsis follows a sentence, it appears as four full stops (….), where the three full stops signify the omission and the fourth full stop marks the end of the sentence, e.g.   Williams (1996) wrote about the new string of chromosome: “The new chromosomal composition . . . has never been mapped before” (p. 21).
5.4
Use of Brackets 
Within direct quotations, square brackets are used to enclose any explanatory note inserted by the researcher,  
e.g.  “This year [1996] alone, 2500 new cases of drug addiction were reported” (Aminuddin, 1998).
The candidate should use “sic” within brackets (sic) to indicate factual errors/language errors or any doubts about meaning that appear in the original. It is used in quotations to show that the original is being faithfully reproduced even though it is incorrect or seems to be so.
5.5
Use of Symbols for Percentage
The symbol ‘%’ may be used in place of per cent, e.g. 25.5% and typed without a space. If the candidate prefers to spell out the word (25.5 per cent) in full, then consistency should be maintained throughout the dissertation.
5.6
Direct Quotations
Direct quotations should be minimised if a dissertation written in English quotes materials directly in another language (e.g. Bahasa Malaysia, Spanish). The candidate is expected to provide a direct translation, and wherever possible, must synthesize materials in other languages and paraphrase them in his/her own words. Quotations should be positioned within quotation marks ‘...’.  
Short quotations are quotations with less than 40 words. They are to be written within the text following the existing double spacing. It is completed with the citation of the reference which includes the source, year, and page number in parenthesis. A period (full-stop) appears after the end of the parenthesis. The following is an example:
	...“safety becomes a productivity issue” (Kennedy, 2003, p. 22).


Long quotations are quotations that have 40 and above words. They are to be written (a) in free-standing block, (b) without quotation marks, and (c) on a new line which are indented five spaces from the left margin.

	The United States Distance Learning Association (2000) has defined learning as:

Teaching and learning situation ……………………………………………..

  ..................................................................................................................
....................................................................................................................

....................................................................... (p. 22)


For long quotations that have more than one paragraph, the first line of the second and subsequent paragraphs are to be (a) written with an additional five spaces indent and (b) completed with the citation of the reference which includes the source, year, and page number in parenthesis.

	The United States Distance Learning Association (2000) has defined learning as:

Teaching and learning situation……………………………………………..

 ...................................................................................................................
....................................................................................................................

................................................................................................ 

Adult learners………………………………………………………..

 ......................................................................................................
........................................................................................................
....................................................... (Kennedy, 2003, p. 22).


5.7
Citing references
The following are examples of citing from one author: 
Author as part of the text, the year of publication in parenthesis.

	Kennedy (2004) further stressed that it is evident ...


Author and year in parenthesis.

	..... toward class and other students  (Weinstein, 2007).


The following are examples of citing from two authors:
Cite both names each time the reference appears in the text. Do not use et al. 

	Kennedy and Albert (2004) further stressed that it is evident ...


Authors and year in parenthesis, use the symbol ‘&’ to separate the authors, followed by comma to separate the year.

	...toward class and other students (Weber & John, 2007).


The following are examples of citing from three and more authors:
Cite all the name of the authors the first time you cite.

	Diehl, Parks, and Mauro (2006) pointed out ...


Cite the same three and more authors within the same paragraph.
In this situation, cite the first author followed by et al. and exclude the year 

	Diehl, Parks, and Mauro (2006) pointed out ...   Diehl et al. also...


Cite the same three and more authors in subsequent paragraphs.
In this case, cite the first author, et al., and include the year of publication.
	Diehl et al. (2006) discovered ...   


For each chapter cite the references as if that is the first time you cite.
5.8
Serialization
When there is more than one item to be listed within the paragraph, they must be listed using a letter in parenthesis with commas in between to separate the items. The following is an example:

	... Oetting (1983) identified three types of anxiety (a) trait, (b) state, and (c) concept-specific.


In a situation when there is more than one element that has internal commas, semi-colons are needed to separate the different elements. The following is an example:

	The scores were categorised into four categories (a) 18 - 28, were very relaxed; (b) 29 - 39, generally relaxed; (c) 40 - 50, mildly anxious; and (d) 62 - 72, very anxious.


When a listing is presented in a separate paragraph, Arabic numerals followed by a period (full-stop) are used. The following is an example:

	Taylor (2002), and Patrick (2003) summarised culture and refer to as:
1. The total pattern of beliefs, customs, practices, institutions, techniques and objects ...

2. An integrated and shared pattern of human behaviour that includes thought, speech ...
3. A way of life which give members in a society a sense of purpose, identity, meaning, well-being and generates ...


6.0
QUALITY AND INTEGRITY OF THE DISSERTATION  
Candidates are reminded that consistency and accuracy of the submitted dissertation are important. Careful editing is required in order to ensure that the dissertation is free of errors before submission for dissertation examination.
6.1
Plagiarism
Plagiarism is passing off the idea or words of someone else as though they were their own. It applies equally to the work of other candidates or researchers as well as to other published and unpublished sources. Candidates are responsible for writing their dissertations in their own words.  Quotations from published or unpublished sources and the sources of any other materials should be clearly cited and acknowledged. A systematic style of citation and references according to the chosen style of referencing (APA / Harvard style) must be adhered to.  Sources of visual presentations such as photographs or maps must also be clearly indicated.  
Candidates are reminded that UiTM takes a serious view of plagiarism. Before submission of dissertation, students are required to check their work for plagiarism using software such as TURNITIN. A copy of the Similarity Report produced by the software must be submitted together with the final dissertation. If it is higher than the acceptable level of similarity report, students have to revise their work again or face action for plagiarism, which may lead to suspension or expulsion from the programme. Reference should be made to the Academic Rules and Regulations Handbook for Post Graduate Studies on regulations pertaining to plagiarism.  
Upon submission of dissertation, the students must also insert a signed ‘Declaration’ declaring that the work is original and free of plagiarism.
The incorporation of any material which has been submitted earlier to a degree awarding body is also unacceptable.
6.2
How to avoid Plagiarism
6.2.1
Copying
Nothing should be copied without explicit acknowledgement as described below under 'quoting’. This includes copying the work of other candidates/researchers.
6.2.2
Quoting
Direct quotations (from a book or paper) are entirely acceptable provided that they are referenced properly:
Open and close quotation marks should be used and the sentence(s) is to be italised. Sources should be provided in the text, using an acceptable citation style such as APA (e.g. Smith, 1986, p. 21). Details of the source should be written in the reference list.
6.2.3
Paraphrasing
A writer paraphrases when he/she puts someone else’s idea into his/her own words. Paraphrasing is entirely acceptable provided that it is acknowledged. A general rule for acceptable paraphrasing is that an acknowledgement be made in every paragraph. There are many ways in which such acknowledgement can be made (e.g.  Smith (1996) goes on to argue that ……. or Smith (1996) provides further proof that…..).
6.2.4
General Indebtedness
This can be a difficult area. If there is any doubt, candidates should cite the source. If the whole manner in which a candidate thinks about an issue is drawn primarily from one source, then the source should be cited. If the ordering of evidence and argument or the organisation of material reflects one particular source, then this should be cited.
6.2.5
Penalties for Plagiarism
Plagiarism is a very serious offence against scholarship. Candidates are reminded that UiTM will refer to their individual department for specific guidelines for penalties against plagiarism.
6.3
Editing for Accuracy
The responsibility for writing, preparing and submitting the dissertation within the stipulated time period rests with the candidate.  
A candidate should scrutinize his/her dissertation for consistency throughout the document and be critical of the content, presentation and format.  The varying needs of the different disciplines may demand different lengths of dissertation but candidates are well advised to adhere to the format stipulated by the Institute of Graduate Studies (IPSis), UiTM.
7.0
THE PROCESS OF DISSERTATION SUBMISSION
The dissertation is ready to be submitted for examination when the supervisor is satisfied with the work done in terms of its suitability from the point of view of contents, presentation, language, format  and free of plagiarism after submission for plagiarism process.
7.1
Binding for Submission
Three (3) hard copies submitted for submission should be loose-bound, using spiral-rings together with a soft copy. The full title, the name of the author, the name of the degree, and the year of submission should be typed on the title page. (See Figures 1 and 2 in the appendix).  The soft copy will be checked for plagiarism to ensure its originality before the loose-bound hard copies are distributed to the supervisor and examiner (s) for marking purposes. 
7.2
Binding the Final Copy 
After presentation and corrections, two (2) hardbound copies should be submitted together with 2 soft copies  A Masters dissertation should be hardbound in dark blue colour, while a Doctorate dissertation should be hardbound in maroon colour.  The final submitted copies must be lettered in gold.  All pages should be permanently secured.
7.2.1
Paper
Quality plain white simile paper (80 gm) of A4 size (210 x 297 mm) should be used for all copies of the dissertation. Text or illustrations should be printed on only one side of each sheet. Only original quality printed copies will be accepted.
7.2.2
Cover Spine
The following particulars should be lettered in gold (direction of text from head to foot), using 18-point font. (see Figure 1 in the appendix) 
· Full name of candidate
· Degree for which the work is submitted
· UiTM
· Year of submission (after presentation and corrections)
7.2.3
Cover
Using 18-point font GOLD initial capitals, the following particulars should be printed on the dissertation cover: (see Figure 1 in the appendix)

· Universiti Teknologi MARA
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