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The report should consist of these parts
I. Table of content

I1.  ABSTRACT (summary)

The summary should briefly describe the content of the report. It should cover the aims of the
report, what was found and what, if any, action is called for. Aim for about 1/2 a page in length
and avoid detail or discussion; just outline the main points. Remember that the summary is the first
thing that is read. It should provide the reader with a clear, helpful overview of the content of the
report. Do not include any references in the abstract. Also, avoid acronyms if possible. The length
of the abstract should not be more than 300 words, typed single space and not exceed one
paragraph. Use Times New Roman font with a font size of 12. The abstract heading should be in
uppercase and in bold. The abstract is in a single-column format and should be fully justified.
There should be a spacing of one line between the abstract and the keywords.

Keywords: Three to Six Keywords, Times New Roman Font, Point Size 12, Fully Justified, Heading in Bold.

1. INTRODUCTION

2- CASE STUDY/STUDIES DETAILS.
3-ETHICAL ASPECTS OF THE CASE STUDY/STUDIES.

4-CONCULUSION

The conclusion is a short review of that which has been deduced from the work conducted. It is
an opportunity to restate the aims or key questions and to summaries the key points raised in the
discussion sections. No new information should be given in the conclusion that hasn't been stated
previously in the document
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*FORMATING INSTRUCTION

When preparing the paper, the author is strongly encouraged to use the software Microsoft
Word 2013 or 2016 on Windows PC systems or Microsoft Word 2015 on Mac OS X on Macintosh
systems. The paper should be A4 size (210 mm x 297 mm) with left margins of 41 mm, right
margins of 25mm top and bottom margins of 25 mm, and header and footer margins of 12.7 mm.
The total length of the paper must not exceed eight (20) pages. When preparing the paper, avoid
the use of personal pronouns such as I, we, you etc. Further, be careful not to end a page with a
section heading.

FONT

Unless otherwise stated, the entire paper should be in Times New Roman font with font size of
12 and typed single space. This is except for the main title on the front page, and fonts in figures
and tables. For these exceptions, the type and size of font to use are as explained below, and as
outlined in Table 1.

TABLE 1.
Table title
Item Font Size
Main title Times New Roman 14
Author name(s) and affiliation(s) Times New Roman 10
Abstract Times New Roman 12
Keywords Times New Roman 12
Main text Times New Roman 12
Font in tables Times New Roman 10
Fonts in figures Unrestricted Unrestricted

TITLE
The main title of the paper should be placed at the top of the front page. Use Times New Roman

font, point size 14. The title should be in bold and centered horizontally across the page. Leave a
spacing of one line between the title and the author name(s).

AUTHOR NAME(S)




The author name(s) and affiliation(s) should be in Times New Roman font, point size 10, and
horizontally centered. The name(s) should be in bold. There should be a spacing of one line after
the author name(s) and before the author affiliation(s), and a spacing of three lines after the author
affiliation(s) and before the abstract.

BODY TEXT
The main body of the text should start with the introduction, after the abstract and keywords.
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FIGURE 1. Figure caption

There should be a spacing of three lines before the start of the introduction i.e. after the keywords.
Except for the first paragraph of the section, all paragraphs should begin with a first-line
indentation of 5 mm. All paragraphs should be fully justified. As mentioned above, use Times
New Roman font, with font size of 12 and typed single space. No spacing is required between
paragraphs of the same section. However, there should be a spacing of one line after the last
paragraph of a section and before the heading of the following section. There should also be a
spacing of one line before the first paragraph of a section and after the heading of the same section.

SECTION HEADINGS

Each section should have a heading. All headings (except for the headings for the abstract,
keywords, acknowledgements, list of symbols (if any) and references), should be numbered using
the Arabic numbering system. All headings should be in Times New Roman font, point size 12,




and flushed to the left. Leave a spacing of one character between the number and the title of the
heading.

TABLES

All tables should be consecutively numbered, and should be horizontally centered across the
page, with their headings (in Times New Roman font, point size 10) placed centered above the
table. Each table should be placed as close as possible to where the table is first mentioned in the
text. All text in tables should be in Times New Roman font, in either point sizes 8 or 9. Refer to
Table 1 for guidance.

FIGURES

All figures should be consecutively numbered, and should be horizontally centered across the
page, with their captions placed centered below the figure. Each figure should be placed as close
as possible to where the figure is first mentioned in the text. There is no restriction on the type and
size of font to be used in figures. However, font in figures should generally be smaller than the
font in the main text and be clear and legible. Figure headings should be in Times New Roman
font, point size 10.

Drawings, graphs and charts should be professionally drawn using software that is compatible
with Microsoft Word. Photographs should be scanned as high-resolution compressed black and
white images. All figures come embedded in the text file and not as separate file items. Refer to
Figure 1 for guidance.

PAGE NUMBERING

No page numbering must be considered. Page numbers will be automatically generated in the
proceedings (for accepted paper).




