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1.0 Format
Assignments and project reports should be prepared on A4-size paper with 1.25 inch, 1.25 inch, 1.25 inch and 1.25 inch margins from the top, bottom, left and right respectively. The font size used should be Times New Roman, 12pt in size and 1.5 paragraph spacing with Justified alignment and 6 pt spacing before paragraph. At the bottom right of each page (with the exception of the cover page), a page number should be inserted. Page Numbers using Roman Numerals should be used until the Table of Contents page, and the Arabic Numerals page numbers should be used in the subsequent pages. 
There should be a line to separate the headers from the contents. The left side of the header should be the title of the module.

There should also be a line to separate the footer from the contents. The left side of the footer should be the title of the course and the page number should be located at the right side of the same line.
1.1 Page Arrangement
The assignment or report should be in the sequence below:-

1) Cover Page

2) Title Page

3) Table of Contents
4) Contents of Assignments

5) Conclusions

6) References

7) Bibliography

8) Appendix
1.2 Language Used

Assignments must be written in proper English and typed using Microsoft Word or any other equivalent word processor.
1.3 Figures and Tables

A Table or a Figure and the corresponding text should be placed on the same page.  Otherwise they may be placed on the immediate following page. Its size should be smaller than the typed area.

1.3.1 Label of Figures

A Figure or photo should be labeled with “Fig.” and a Table with “Table”.  It must be assigned an Arabic numeral as Figure or Table number; the Figure number and caption should be placed below the Figure, and the Table number and caption should be placed on top of the Table.  The first letter of the caption should be in capital letter.  Figures and Tables should be placed in the middle of the page between left and right margins.  Reference to the Figure in the text should use “Fig.” instead of “Figure”.
Text used in Tables should also use the Times New Roman font, 12pt with single paragraph spacing and zero space before and after paragraphs.

If a Figure or Table is extracted from other sources, the source where the Figure or Table was extracted must be displayed under the Figure or Table using the 10pt font size.
1.4 Sections and Subsections

Sections and subsections should be numbered and titled as 1.0, 2.0, etc. and 1.1, 1.2, 2.1, 2.2.1, etc. respectively. Capital letters should be used for the section titles.  For subsections, the first letter of each word should be in capital letter, followed by small letters.

All level 1 sections are usually the Title of each chapter, they should be bold with font Size 16pts, using the Times New Roman font. Usually each question will begin with a new chapter. All level 1 sections should start with a new page.

All level 2 sections are usually the sub sections devised from the main chapters; they should be bold with font size 14, using Times New Roman font and so forth for level 3 sections format.
1.5 Length of Paper
Each paper must adhere to the total word count set in each assignment or project question. 10% excess or shortage is permitted. Word count should begin from after the Table of Contents and proceed until Conclusion not including Tables and Figures.

1.6 Examples of Figures or Tables
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(Source: http://www.themanager.org/Models/p5f.htm, viewed 13 May 2009)

Fig. 1: Example of a Figure or photo
Table 1: Example of a Table
	Employment
	2008
2nd Quarter
	2008
3rd Quarter
	2008
4nd Quarter
	2008

	Total Labour Force
('000) 
	11,123.7
	11,123.4
	11,170.8
	11,028.1

	Employed ('000)
	10,735.6
	10,779.7
	10,819.8
	10,659.6

	Unemployed ('000)
	388.1
	343.7
	351.0
	368.5

	Unemployed Rate 
(% of Labour Force)
	3.5
	3.1
	3.1
	3.3


(Source: http://www.statistics.gov.my/eng/index.php?option=com_content&view=article&id=59:employment&catid=38:kaystats&Itemid=11, , viewed 13 May 2009)

2.0 References

Olympia College has adopted the Harvard Referencing System. Students are required to learn the referencing system using the handbook available in the course website.
References should be noted with numbers [1], [2], [3], etc. at the right of the corresponding part of the text.  The numbers should be the same as the references listed at the end of the paper under the heading REFERENCES (left justified). 
2.1 REFERENCES
All references should be numbered and listed in numerical sequence from the smallest number to the larger number. Below are examples of various reference entries.
[1]
Jones, B 1995, Sleepers, wake!: technology and the future of work, 4th edn, Oxford University Press, Melbourne
[2]
Porter, ME 2001a, 'Japan: what went wrong', Wall Street Journal - Eastern Edition, vol. 237, no. 56, p. A22.
[4]
Kung, SY, Mak, MW & Lin, SH 2004, Biometric authentication: a machine learning approach, Prentice Hall, Upper Saddle River, NJ., viewed 5 August 2005,  Safari Tech Books Online.
[5]
Stone, A 2004, Headaches due to Wind Cold, Al Stone Acupuncture and Traditional Chinese Herbal Medicines, viewed 10 September 2006, < http://beyondwellbeing.com/headaches/wind-cold.shtml >

[6]
Tobler, K & Kerin, J 2002, ‘Hormone alert for cancer’, The Australian, 10 July, p. 1.
3.0 SUBMISSION
Candidates must ensure that the assignment or project report submitted is original and must assume full responsibility for the contents of their report.

3.1 Submission Procedure
Candidates are required to produce two (2) copies of the assignments or project reports. All assignments must be bound in simple fashion (comb binding is not necessary). 

Upon request, the candidate will be required to produce soft-copy of the assignments or project reports. So, it is important for the candidate to keep his/her soft copy of the assignment or project report safely.
All papers must be submitted to the library before the due date. Late submission must first obtain approval from the lecturer concerned and will entail deduction of marks. Submission later than 10 days after the due date will not be accepted.

After marking, the assessor will return one (1) copy of the assignment together with the feedback for the candidate to improve themselves in their future attempts. Candidates are required to read and fully understood the feedback so that future submission can be improve.

3.2 Language

Assignments or project reports written in poor English language can result in ‘nil’ marking by the assessor and the candidate concerned will be required to re-edit the assignments or project reports within a short time period. Therefore, it is important to ensure all your work is edited before submission.
3.3 Word Processing
Assignments or project reports must be strictly prepared in accordance with the formatting instructions given in this document.
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