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STANDARD GUIDE TO RESEARCH PROJECT PROPOSAL 
AND 
FINAL RESEARCH PROJECT (CMS 304)
BACHELOR OF COMMERCE DEGREE PROGRAMME
SCHOOL OF BUSINESS
Course Code:

CMS 304
Course Title:

RESEARCH PROJECT

Course Purpose:
The course introduces the basic principles, concepts and techniques of gathering data, analyzing the data and reporting findings.
Course Objective:

The learner will be able to conduct a research and present an admissible conclusion.

Course Content:

· Background to the business problem being studied.  

· Statement of the research problem, and its significance, 

· Literature on past approaches to the problem, 

· Research methodology adopted by a researcher
· Data analysis and interpretation of findings.  

· Summary of major findings, conclusions and recommendations
 Teaching Methodology:

Tutorials and discussion.

Guidance from supervising lecturer.

Instructional Materials/Equipment

Sample reports from past empirical research
Evaluation 

Oral report 

30%

Written report

70% 
Final research report 100%
(Grading is as under University examination regulations)

Textbooks:

1.
Kothari, C.R. (1990). Research Methodology, New Delhi; Wishwa Prakashan.
2.
Saunders, M.,Lewis, P., Thornhill, A. (2003). Research Methods for Business Students 3rd edition, Delhi; Pearson Education.
Further Reading

1.
Grix, J. (2004). The Foundations of Research: A Student’s Guide, London, Palgrave Macmillan.
2.
Wisker, G. (2004). The Good Supervisor, London Palgrave Macmillan.
RESEARCH PROJECT PROPOSAL


Main Title Page
Title:
· Should be as prominent as possible

· Type in Upper case (CAPS)

· Should be centered.

· Number of words should not exceed 18

Name:

· Full names in the order in which it appears in admission register

· Upper case 

· Name followed by registration number

· Centered

Submission:

SUBMITTED IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR THE FINAL YEAR RESEARCH PROJECT OF THE BACHELOR OF COMMERCE DEGREE KCA UNIVERSITY
Date:

· Month and Year

Font size and style - Title page ONLY

· Standard font size for entire title page (14)

· Times New Roman

1.
Introduction 
· CHAPTER ONE in upper case (CAPS) and bold - Centered
· All the headings below are to be typed in Title case and bold face except 1.0

1.0 
INTRODUCTION (Upper Case)

1.1 
Background to the Study

1.2 
Statement of the Problem 

1.3 
Objectives of the Study (Minimum of 3 objectives)

1.4 
Research Questions – Should tally with number of objectives

1.5
Justification of the Study

1.6
Significance of the Study

1.7
Scope of the Study

2.
Literature Review

· CHAPTER TWO in upper case (CAPS) and bold – Centered
· A brief indication of the literature to be reviewed under 2.1
· Theoretical framework, include theories that support the study variables.
· The sub headings in this chapter should be representative of the research objectives

· The review of literature should be reflective of the sources i.e. citations

· All the cited sources should be referenced in the reference page.

· At the end of the literature review suggest a conceptual framework.


3.
Methodology

· CHAPTER THREE in upper case (CAPS) and bold- Centered
· All the headings below are to be typed in Title case and bold face except 3.0

3.0
RESEARCH METHODOLOGY (Upper Case)

3.1       Introduction

3.2       Research Design 

3.3       Target Population and Sample Frame
3.4       Samples and Sampling Procedure

3.5       Instrumentation

3.6       Data Collection

3.7       Data Analysis Technique

4.
Language Use of Proposal
· THE ENTIRE PROPOSAL IS TO BE WRITTEN IN FUTURE TENSE, for instance, this study seeks to find out …
THE FINAL RESEARCH PROJECT
1.
Main Title Page
Title:
· Should be as prominent as possible

· Type in Upper case (CAPS)

· Should be centered.

· The page is unnumbered

· Number of words should not exceed 18


Name:

· After title leave a reasonable spacing then insert the words BY followed by name

· Full names in the order in which it appears in admission register( Surname first)

· Name followed by registration number

· Centered

· All in Upper case (CAPS)

Submission:

SUBMITTED IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR THE FINAL YEAR RESEARCH PROJECT OF THE BACHELOR OF COMMERCE DEGREE PROGRAMME KCA UNIVERSITY

Date:
· Date on title page must be actual date (month/year) that the report is submitted 

Font size and Style - Title page ONLY

· Standard font size for entire title page (14)

· Times New Roman

Title Page Sample

AN ANALYSIS OF THE FACTORS INHIBITING THE GROWTH OF MICRO FINANCE SECTOR IN KENYA: A CASE OF NAIROBI

BY

Surname First Name Middle Name

MWANGI EVELYNE WAMBUI
KCA/08/07682

SUBMITTED IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR THE FINAL YEAR RESEARCH PROJECT OF THE BACHELOR OF COMMERCE DEGREE PROGRAMME KCA UNIVERSITY

Note: Use Month and Year at the bottom page – No Day

AUGUST 2011

2.
Abstract (sample attached)
· Begins on new page 

· Single space 

· Headed by the centered word: ABSTRACT

· Length of 200 words or less 

3.
Body
· The body starts after the Table of Contents

· Page 1 of the body is the Introduction Page, headed by CHAPTER ONE.

· Headings are used to organize the document and reflect the relative importance of sections.

4.
Page Margins:
· 1 inch for top, bottom and right

· 1.25 inch for left margin

· All text tables, graphs must be within these margins.

5.
Font:
· Font: Size 12, Style: Times New Roman for entire document

· Alignment: Justify entire document so that left and right have an even margin.

6.
Spacing:
· Abstract should be single spaced

· Body of text is double spaced, including between text and headings

· All pages of report should be printed single sided

· Quotations of three or more lines, itemized or tabulated material, footnotes, and the reference page must be single spaced with a double space between entries.

7.
Pagination:
· Main Title Page (Top page) should be unnumbered

· For preliminary pages use Roman number i.e. i, ii, iii

· For the rest of the document use Numeric numbering i.e. 1,2,3

· Page number should be in centered. Chapter one should be page 1.

· All pages in the body of document must be consecutively numbered including pages with references, appendixes, tables and figures.

8.
Order:
· Title page 

· Declaration

· Dedication

· Acknowledgements

· Table of contents

· Definition of Terms

· List of Abbreviations

· List of Tables

· Abstract

Chapter One; 
1.0 Introduction
1.2 Statement of the Problem

1.3 Research Objectives

1.4 Research Questions

1.5 Significance of the Study
1.6 Justification of Study

1.7 Scope of Study

Chapter Two; 
· Theoretical Review (at least 2-3 theories that relate to the study variables)
· Literature Review guided by research objectives
· Conceptual framework

Chapter Three; 
3.0 Research Methodology

3.1 Introduction

3.2 Target Population

3.3 Sample and Sampling Procedure

3.4 Instrumentation

3.5 Data Collection

3.6 Data Analysis 

Chapter Four
· 4.0 DATA ANALYSIS AND INTERPRETATION

· Present the findings in tables

· Ensure all tables are numbered

· Refer to tables in your reporting

· Identify the key variable (one with the highest %)

· Interpret the key variable

Chapter Five
5.0 SUMMARY, CONCLUSION AND RECOMMENDATION 

5.1 Summary of findings

· 5.2 Main findings objective 1

· 5.3 Main findings objective 1

· 5.4 Main findings objective 1

5.5 Research Limitation

5.6 Areas of Further Studies
9.
Appendix 
· Each appendix appears on a separate page

· Headed by the centered word: “Appendix”

· If there is more than one appendix, use Appendix A (or B or C)

· Single space and then type appendix title in upper and lower case letters.

· Appendix heading and title should be bolded.

· Appendixes A: Questionnaire, 
· Appendixes B: Time Schedule for Research

· Appendixes C: Budget, 
· Appendixes D: Other relevant Tables
10. Tables
· Center and identify each table with the heading “Table” and a number consecutively such as Table 1, Table 2 or Table 3.

· Number each table consecutively; according to its order within the report.

· Tables should be incorporated into the body of the report, if possible, rather than presented as appendixes.

· All tables must fit within the specified margins.

· Table heading and title should be bold.

Example
Table 1: Designation of Respondents

	Impact
	Frequency
	Percentage

	Owner
	5
	17%

	Manager
	15
	50%

	Employee
	10
	33%

	Totals
	30
	100%


11. Figures
· Figures are any illustrations other than tables 

· Center and identify each figure with the heading “Figure” and a number consequently such as Figure 1, Figure 2 or Figure 3

· Use legend to identify the lines in the graph

· Figures should be incorporated into the body of the report, if possible, rather than presented as appendixes.

· All figures must fit within the specified margins.

· Figure heading and title should be bolded ( See example below)

Example

Figure 1: Designation of Respondent
[image: image2.emf]Designition of Respondents
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11. 
Language and Tense

· This is an academic work which should be written in formal language i.e.

· In English

· All Abbreviations be defined

· All explanations supported by an acceptable source of academic authority. 

· The entire Final Project Work shall be written in PAST TENSE.
12. Citations

The APA citation style shall be adopted at KCA University. Citations should be designated throughout the text by enclosing the authors’ surname and the year of the reference in parentheses.  

Example:

One Study Single author: To cite from a research by Francis Kibera in the year 2006, the citation shall appear as; Kibera (2006) in the body text.

One Study Two authors: To cite from a research by Francis Kibera and Edward Owino in the year 2006, the citation shall appear as Kibera and Owino (2006) in the body text.

One Study several authors: To cite from a research by Silas Onyango, Edward Owino,   Joshua Nyangidi, Abraham Rotich, and John Kamau the citation shall appear as; 
Onyango et al. (2006)

Several studies: To cite from a several researchers with similar conclusions, the citation shall appear as; several researchers including; Gabriel 2005 a, b; Kibera, 2006; Onyango, 2005, Wadawi 2007; support this conclusion.

Note the use of alphabetical order and an ampersand in citations.

Page numbers can be included in a citation to provide the exact source of a direct quotation.  They should also be used when specific arguments or findings of authors are paraphrased or summarized.  Page numbers follow the date of publication given in parentheses and are separated from it by a colon.  Example:


Gabriel has said that writing a book is a “long and arduous task” (2005: 3).

If a work has two authors, cite both names every time the work is cited in the text.  If the work has more than two authors, cite all authors the first time the reference occurs; in subsequent citations of the same work, include only the surname of the first author followed by “et al.” (Not underlined) and the year.  Examples:

Few field studies use random assignment (Franz, Johnson, & Schmidt, 2008).









[first citation]

…even when random assignment is not possible” (Fran et al., 2007: 23).









[second citation]

However, for works with six or more authors, use only the surname of the first author followed by et al. whenever the work is cited.

9.
References

An alphabetically ordered list of references, all of which must be cited in the text, should be included at the end of the paper.  References should begin on a separate page headed REFERENCES.  Use APA style guide
For a text book start with surname of the author, other initials, other authors if more than two use the words et al, year, title of book, edition, and publisher. For Journals, use same format as above, but Journal Title should be in italics.

Several references by an identical author (or group of authors) are ordered by year of publication, with the earliest listed first.  Multiple references to works by one author or group of authors with the same year of publication should be differentiated with the addition of small letters (a, b, etc.) after the year.  Authors’ names are repeated for each entry. See selected examples below.
General forms for reference lists

a) Non-periodical. 
Nonperiodicals include items published separately: books, reports, brochures, certain monographs, manuals, and audiovisual media. The general form of referencing nonperiodicles is;
Author, A. A. (2008). Title of work. Location: Publisher.

b) Periodical
Periodicals include items published on a regular basis: journals, magazines, scholarly newsletters, etc. The general form of referencing periodicals is;
Author, A. A., Author, B. B., & Author, C. C. (2006). Title of article. Title of

Periodical, xx, xxx-xxxx.
c) A book with only one author

Rose, L. (2010). Crime and Punishment. London: Batsford.

d) A book by two authors

Gordon, E.W. & Rourke, A. (2009). Compensatory education for the disadvantaged. New York: College Entrance Examination Board. - Referencing
When quoting a book with two authors in the text, use the word ‘and’ between the names; if the reference is in parentheses, use ‘&’. For example;

In order to avoid possible communication problems all procedures should be

explained to the patient (Gardner and Sheldon, 1967). - Citation
e) A book by three or more authors
Meyer, B.S., Anderson, D.P., Bohning, R.H. & Fratanna, D.G., Jr. (2007). Introduction to plant physiology. New York: Van Nostrand. - - Referencing
For in text citation, the first author’s name is stated, and the abbreviation ‘et al’ is used:

…due to his “other-directness” modern Western man in a sense is at home

everywhere and yet nowhere (Riesman et al., 2008, p.40) - Citation
f) Journal article in press

Phillips, E. (in press). The Australian scene. Australian journal of ecology.
g) Abstract 

Phillips, E. (2010). The Australian scene [Abstract]. Australian journal of ecology, 3 (2), 25-29.

h) Published dissertation or thesis

Bevins, G.D. (2007). Theory and practice at a Australian university. Doctoral dissertation. Montreal: McGill University.

i) Unpublished dissertation or thesis

Little, P. (2009). Helplessness, depression and mood in end stage renal disease. Unpublished master’s thesis, University Of Nairobi, Kenya. Or: Unpublished doctoral dissertation….

j) Government publications

The Bill of Rights of the Constitution of the Republic of Kenya. (2006). Government Gazette. (No. 17678).
ETHICAL ISSUES IN RESEARCH
Seven areas of Scientific Dishonesty
1. Plagiarism

2. Fabrication and falsification

4. Faulty data-gathering procedures

5. Poor data storage and retention

6. Misleading authorship

7. Sneaky publication practices

Q: What is Plagiarism?

A: Using other people's work without acknowledging their contribution

Q: What would be considered fabrication or falsification?

A: Anything that is made up and did not really occur, e.g. overstating numbers of subjects, changing data, including personal biases (especially in qualitative studies), misinterpreting literature (often occurs that students misquote authors - be careful).
Q: How can faulty data-gathering procedures occur?
A: If machines are not calibrated correctly, if subjects do not follow procedures correctly, if untrained research assistants are used (may give different instructions), if testing occurs at different times of the day. Others?

Q: Why is poor data storage and retention unethical?

A: Because it should be available for verification by others.

Q: Misleading authorship occurs when...?

A: People take credit who really make very little contribution to the study. If fellow graduate students assist you they should not expect to be named should you eventually publish the results of your study. The same is true with faculty advisors unless they have made a significant contribution to the study (which often occurs!). Bottom line is not to take credit for things you did not do!
Q: Sneaky publication practices occur when the relationship between research directors (professors often), and research assistants (graduate students often) is not clear. Also it is generally not considered ethical to submit a paper to more than one publication, and certainly not to accept publication in more than one journal!

Ethical Issues Regarding Copyright
You need permission to use figures and tables from other published sources. Quotes are okay if properly referenced. Usually it is no problem getting permission for educational purposes.
Protecting Human Subjects
It's important to consider any ethical issues affecting the subjects of your study.

1. Right to privacy or non participation (Don't snoop or ask unnecessary information, always get parental approval in studies involving children, etc.)

2. Right to anonymity (Use #s to identify subjects or change names)

3. Right to confidentiality (Who will have access to the data? It should not be available for use outside of the agreement made with the subjects)

4. Right to expect experimenter responsibility (Be honest if possible, but if you have to mislead people be sure to debrief them immediately after their participation)
THE END
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