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EXECUTIVE SUMMARY

 Executive Summary is to consolidate the principal points of your report in one 
place.

 It must cover the information in the paper in enough detail to reflect accurately.

 The Executive Summary is a comprehensive restatement of the document’s 
purpose, scope, methods, results, conclusions, findings, and recommendations.

 The Executive Summary should be proportional to the length of your paper.

 500-word Executive Summary.
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Chapter – 1

INTRODUCTION
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CASE STUDY Report Format:

 Page Size: A4

 Margin (in inches): Left: 1.5, Right:0.8 or 2cm, Top and Bottom: 1

 Pages from Title page to table index should have roman page numbers 

with center alignment.

 Pages from Abstract will start with page number 1 (numeric) and right 

aligned.

 Pages order in report

1. Title Page

2. Cover page

3. Certificate

4. Acknowledgement

5. Abbreviations*

6. Table of  Contents

7. Figure Index*

8. Table Index*

 Executive Summary                                    

 Introduction                                                 

 Literature Review                                        

 Methodology                                               

 Study                                                            

 Analysis                                                         

 Conclusion                                                   

 References and Appendices                     

 Font Details

1. Line Spacing: 1.5

2. 6 point space after each paragraph
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3. Main topic: Font Type: Time New Roman, Size: 16, Bold, 

Upper case

4. Sub topic: Font Type: Time New Roman, Size: 14, Bold, 

Proper case

5. Explanation: Font Type: Time New Roman, Size: 12, justified

 In each section/sub-sections first paragraph should not have any 

indentation, while other paragraphs will have1/2 inch or 1.25 cm 

indentation

 Lists with numbers should have the format as 1. And lists with bullets 

should have dark filled circle as symbol with no indentation.

Multilevel lists should have order numeric, small alphabets and then 

small roman

 Figures should have name at bottom centered with font type 

Garamond and size 11with bold face and number as chapter 

number.figure number (Fig. 3.1: System Model). Figures should 

also be center aligned

 Table should have name at top centered with font type Garamond and 

size 11with bold face and number as table number starting from 1 

(Table 1: Student data). Table should also be center aligned

 Cross references should be as [1, 2, 7], figures and tables should also 

have cross references.

 Formulas and equations should be numbered as chapter number. 

Formula number as (3.1) on right aligned of the equation. Use 

equation editor for formula building

 Special text should be in bold/italics

 Table of contents should have tab leader and page numbers right 

aligned as shown in above.

 Hide the table borders shown in abbreviations page.



5

 Page numbering should be start from Executive summary.  Page 

number right aligned in footer.

 Report from Introduction to References and Appendices should be of

20 to 30 pages

 CASE STUDY report should be spiral bound


