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INTRODUCTION 
Your FYP Report is a significant part of your project because this is where you introduce, contextualise and detail its development. This document discusses how you may write a coherent, effective and critical report that will accompany your Final Year Project. It will cover how to organise your report so that it is clear and logical. It will also lay down clear guidelines on how it should be formatted. 

Your report, like this document, should begin with a short section that clearly introduces your project and the main ideas behind it. 

WHAT AN FYP REPORT IS
Your FYP report is a critical piece of work that demonstrates both the documentation and interrogation of your practice within the field that you have chosen. Your FYP report is critical in the sense that it does not merely affirm or celebrate your work. Instead, you reflect and comment on your practice. Such reflections and commentaries are based both on your practical experience of working on the project and the ways in which your thoughts about the project change and mature through exploration, study, and exposure to other ideas.

Some parts of your narrative about the experience of doing the FYP project will no doubt be personal, given the intensity of the project, the length of time you have to spend on it, and the obstacles and adventures that you will inevitably encounter along the way. However, an FYP report is not a feel-good story with anecdotes of how a hero (you!) surmounts difficulties along the way, triumphs at the end, and lives happily ever after. Instead, your report should harness your personal narrative of working on this project into a discussion about contexts, ideas, and practices. Talk about what has interested you into doing this project, why you explored particular themes, how/why you executed the project in certain ways and using certain technologies, what you had hoped to achieve, and what you actually managed to achieve at the end. Discuss the similarities and differences of your project to other works and ideas in your field, situate your practice to a larger context, and discuss what you have learned.
GROUP PROJECTS
FYPs follow a simple rule: One FYP, done by one student supervised by one member of faculty. If you are engaged in a group project such as an animation, film, game etc then you will have a clearly defined role within it such as director, animator etc. This role is your FYP and it will be the main focus of your report. More information about how group FYPs are managed is available from your area coordinator. 

ORGANISATION OF THE REPORT
Your FYP report should be in the region of 4000 to 5000 words, excluding bibliography and appendices. Taking the effort to organise your report into a coherent and intelligent discussion and giving it a title that highlights its important themes and ideas would improve its readability. Remember both the forest and the trees: a report full of excruciating details about every technical specification but that does not demonstrate awareness of the ideas and concepts behind the project (and which makes the project creative / original / interesting) would hardly elicit interest from the reader and/or be awarded a distinction.

You should organise your report according to clear sections and sub-sections that reflect the following points: 
Introduce your Project

Briefly and clearly describe what your project is and the ideas that inform it. Imagine that you are writing it for a person in a hurry who has hundreds of them to read. 
Who Else is Working in the Same Field?

Who are the key people who are working, writing, or researching in this area? You might need to ask your advisor for suggestions. What kinds of debates are currently taking place in this field? What sort of questions are people asking in this field? All work referenced by you will need to be acknowledged (see How to Acknowledge Sources in Your Text).

What Makes Your Work Different to Everyone Else’s? 

If your work has any value to ADM, Singapore and the World then it must, in some way, be different to what has already been achieved by others. 
Discuss the various stages of your work-in-progress

The making of a piece of art or design is the product of a production process. Describe the sequence and significance of this process.  
Reflect on the conceptual and practical difficulties encountered 
The development of a piece of art or design is, as you are surely aware by now, a narrative that is full of unexpected twists and turns. Tell us about the problems that you had, especially if they are interesting and we can learn from them. 
Evaluate your project in light of your critical understanding and experience

This is where you ‘wrap up’ your report. Briefly sum up your achievements and describe what you think its successful and un-successful aspects were. In light of what you have done, what are the future directions that your work might take? 

FORMAT OF THE REPORT
Your report must be written according to a prescribed format. Please do not improvise your own format, no matter how good your typography skills. You may use this document as your template. 

Establishing a good heading structure will help you organise your thoughts clearly. If you know how to in Microsoft Word (MS Word), then save your heading and body text as styles. This will make it easier to apply them to what you have written. 

The table (Table 1) below outlines how you should format the styles. 
Table 1: Formatting guidelines

	TITLE
	Times New Roman, 14 point, Bold, Single spaced, Upper case Aligned centre 

	HEADING 1
	Times New Roman, 12 point, Bold, 1.5 spaced, Upper case, One space below, two spaces above. 

	Heading 2
	Times New Roman, 11 point, 1.5 spaced, Initials capitalised

One space below, two spaces above.

	Heading 3
	Times New Roman, 11 point, 1.5 spaced, Italic, 0.8cm space above 

	Body Text Abstract
	Times New Roman, 11 point, 1.5 spaced

	Body Text
	Times New Roman, 11 point, 1.5 spaced, First line indented 1 cm. 

	Caption Figure
	Times New Roman, 10 points, Aligned centre, Placed below figure

	Caption Table
	Times New Roman, 10 points, Aligned centre, Placed below figure

	Block Quote
	Times New Roman, 10 point, 1.5 spaced, Indented both sides 2 cm


Figures

Any figures (illustrations) should be located near to where they are referenced in the text, unless a special annexe page of colour illustrations is planed. All figures (Figure 1) must be referred to within the text. Place one space below the figure and two spaces above. 
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Figure 1: All figures should be centre aligned, captioned and referenced (and have small pixel dimensions)
Caption all your figures by using MS Word’s ‘Insert / Caption’. Make sure you use the figure and table caption styles shown in Table 1. 

If you have many figures then their order might be disturbed in the process of writing your report. This will make the referencing of them within your text troublesome to update. This problem can be solved by using MS Word’s ‘Insert / Cross-reference’ command which will insert within the text a reference to the figure that will update automatically with any changes 9right click on reference and select ‘Update field’). Play with it to see how it works. 

Please, please use images in your document that have small pixel dimensions. Try not to rely on re-sizing your documents to get them to fit. MS Word documents can be horrible to read if they are full of huge, slow loading images. Use Photoshop’s ‘File / Save for web and devices’ command to make images smaller. 

GRAMATICAL NOTES
· An excessive expression of a subjective position in a paper can distort the points that you are trying to make. For this reason it is common practice to use the third person when describing your work (e.g. ‘it was observed that the animation would take too long to render’). 

· Avoid conversation style in your writing (e.g. ‘lets face it, image based lighting adds realism to a scene’). 

· It is preferable to use the past tense when describing projects and present tense when presenting common facts (e.g. ‘The films of Kurosawa are epic melodramas. The team benefited strongly from a study of his work’ are = present tense, benefited = past tense).

· Nouns should be preceded by a possessive adjective (e.g. ‘the work was moved to the gallery’ not ‘the work was moved to gallery’). 

· All acronyms should be first fully introduced and accompanied by their acronym in brackets (e.g. High Dynamic Range (HDR) ). Thereafter their initials only may be used. 

HOW TO ACKNOWLEDGE SOURCES IN YOUR TEXT
The work, ideas, thinking, theories etc of any sources that you use must be acknowledged. Failure to do so will mean that you will be guilty of plagiarism which could impact on your grade. 

Acknowledgement comes in two halves: 

- How your sources appears within the body of your own text. They may be quoted directly using the author’s own words or indirectly using their ideas as a basis for your own. 

- How details of these sources are listed at the end of your document. The list may be in the form of a bibliography (which details the sources that have directly or indirectly influenced your document) or a reference list (which details the sources that you have directly or indirectly used in your document). 

Direct Quotation
All quotations must be accurately reproduced. An ellipsis (three dots...) can be used to indicate that part of the original passage has been omitted. Quotations should make grammatical sense in the context in which you are using them--a word inserted by you for the sake of grammar should be put in square brackets. Short quotations may be included in the text, enclosed in quotation marks. Longer quotations (greater than three lines in length) may be indicated by indenting the left and right hand margins, reducing the font, and omitting the quotation marks, like so:

However, as 5000 al man learned to UM: tools that arc better operated by

one hand than by two, asymmetrical-handedness became an asset; and when

sequential thought began to be recorded in linear writing, one: lateral direction

came to dominate the other (Arnheim, 33).
Do not overuse quotations. Quotation is legitimate where it is relevant, accurate and acknowledged. Do not simply copy phrases or sentences verbatim or paraphrase closely. A report should be written in your own words, presenting your own argument and analysis. Reports which consist largely of strings of quotations show an unoriginal, lazy and limited approach to a topic. It is better to demonstrate that you understand what the author was saying, rather than simply to reproduce large chunks of the original text.   

Citation and the APA Style

Accurate referencing allows the reader to verify your arguments by referring back to the sources upon which they are based. The American Psychological Association (APA) style utilizes simple in-text citations in parenthesis (brackets) that are used to refer to an alphabetically arranged Reference List located at the end of the paper.

Note that the parenthetical reference should come after the citation, usually at the end of the sentence.  It is common practice to introduce the author’s name within the written text to prepare readers for the source of the material and include the page number in parenthesis.  For example:

“Christopher Green suggests that Matisse’s favourable response to the experiments of synthetic cubism and cubist sculpture can already be seen in the artist’s 1914 work, Artist and Goldfish” (p. 102).

If the text does not mention the author’s name, include the author’s last name and page number in parenthesis after the sentence. 

 “Matisse’s favourable response to the experiments of synthetic cubism and cubist sculpture may already be seen in the artist’s 1914 work, Artist and Goldfish” (Green p. 102).

Once an in-text reference has been used, following references to the same item may be footnoted as author page (e.g. Green pp. 79-99).

If there are two items by the same author, distinguish them with the author’s last name and a short version of the title. For example: (Green, Art in France p. 102).   Note that titles of books are italicized and titles of articles and other short works are put in quotation marks.

The Bibliography or Reference 

A bibliography lists all the books and other sources you consulted while writing your essay, while a list of references shows only those works that you have actually cited in your essay. Note that these include electronic resources and internet sites. Your essay must be accompanied by either a bibliography or a reference list which gives all publication details for each textual reference in the essay, listing them by authors’ surnames in alphabetical order.

The following list shows the general format for each type of reference in the APA method.

APA STYLE REFERENCE LIST EXAMPLES
In deciding what information to supply in the list entry, you should err on the side of thoroughness and cite author, title, name of organization or publisher, date of publication/ or update, web, date consulted and web address.
Referencing Books

Books with One Author:

Huth, E. J. (1982). How to oscillate meaningfully. Philadelphia: 151 Academic Press.

Books with More than One Author:
Baltimore, D., Darnell, J., & Lodish, H. (1986). My life with the artists of LaRouche New York: Scientific American.

Edited Books: 

Glanze, W. D. (Ed.). (1985). The infinite oblong. New York: NAL.

Articles or Chapters in an Edited Book:
Sharples, M., Goodlet, J. 5., & Pemberton, L. (1989). What is life without notional decay. In N. Williams & P. Holt (Eds.), Death and the three legged man  (pp. 24-32). Oxford: Blackwell.

Books with No Author or Editor:
Effective writing. (1986). Lymington: Quay Software.

Referencing Journals

Journal Articles with One Author:
Burgdorfer, W. (1984). A certain history of Yugoslavian mechanics. East European Journal of Stamp Collecting, 57, 515-520.

Journal Articles with More than One Author:
Donahue, J. G., Piesman, J., & Spielman, A. (1987). Landscape and a needful death. American Journal of blue cream, 36, 92-96.

Magazine or Newspaper Articles:
Rogers, P. (1991, October 28). Picassos foot cream. Time Magazine, p. 59.

Articles with No Author:
Researchers identify huge object. (1988, October 12). Mango growers weekly, p.3.

Referencing On-Line Sources
Long, J. W., & Ryback, J. J. (1995). The essential guide to looking upwards [On-line]. Available: http://www.urgf.net/adm/DepArt.html
Referencing Other Material 

CD-ROM Sources: 

Frustule, N. (1995). Guidelines for the safe use of stabby, stab, stab [CD-ROM]. Lexington Drill Hawk. Chicago, IL: Portnoy [Producer and Distributor].

E-Mail:
DeMonfort, T. (1996, June). "Well where are you now?" E-mail to the author.

Conference Proceedings:
Young, W., and Taylor, M. A. P. (1992). Continuing education in transport. In: Proceedings of the 2nd. AAEE Conference on Engineering Education, Melbourne, Aust.569-579. 

Films:

Coen, J. (Director). (1999) Raising Arizona [Motion Picture]. United States: 20 Century Fox.
Order of Appearance in the Report
The list of citations would need to be put in order. This may be an alphabetical order based on the authors’ surnames. i.e. Jones, J would come before Peltre, C. Alternately, it may be in order of appearance within the text. 
WIKIPEDIA
Please note that Wikipedia entries may be consulted during your preliminary search for materials but they cannot be the main source of information for your paper.  Should you find any useful material on the Wiki site, you must check it’s validity by locating the source usually indicated in the footnotes section at the bottom of the entry.  A Wikipedia entry by itself cannot be used as a valid reference in an FYP report.

FINAL POINTS

Remember to edit and proof-read your work carefully, for punctuation, clarity, accuracy and structure. Accurate proof-reading is your final responsibility (and it is wise not to rely entirely on software to pick up either spelling or grammatical errors). If you find that you have trouble writing sentences which are grammatically correct, then reading your work aloud is a good test of legibility. It is often much easier to hear, than to read, that a given sentence is incomplete or does not make sense.
