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Preamble 

Over a considerable period of time, there have been guidelines for higher degree 
programmes detailing procedural requirements for academic writing for the 
postgraduate students at Sokoine University of Agriculture (SUA). The existing 
guidelines have, nevertheless, left aside the relevant guidelines that would befit the 
undergraduate students. With this reckoned dearth, the College of Social Sciences 
and Humanities (CSSH) has developed Undergraduate Students’ Research Project 
Writing Guidelines that serve to moderate all undergraduate students in the course 
of writing their research projects in different subject matters of academic inquiry.  
 
This guideline is in no way a ground-breaking masterpiece. The guideline draws 

much of its materials from the existing postgraduate guidelines with some 

innovative inputs valuable for the undergraduate students.  While by itself, the 

guideline remains insufficient unless it is given meaning by academic supervisors, 

it is within our conviction that the guidelines will serve as a starting point for 

research project communication between students and supervisors. We, therefore, 

encourage the college students and supervisors to get acquainted with the 

guidelines to avoid inconsistencies that have previously prompted the need for this 

document.  

 

 

 

Dr Samwel J. Kabote 

Principal 

College of Social Sciences and Humanities 

Sokoine University of Agriculture 

January 2020. 



1 

 

1. TYPESETTING AND LAYOUT  

i. Sequence of chapters or sections should observe the following order: title 

page, abstract1, declaration and signature of supervisor; copyright, 

acknowledgements and dedication (optional) table of contents, list of tables, 

list of figures (if any), list of appendices, list of abbreviations and symbols, 

introduction, literature review, methodology, results/findings and 

discussion; conclusions and recommendations; references, appendices. 

ii. The title of the research project should at most contain 20 words. The project 

proposal should indicate both the overall objective and specific objectives. 

This is part of the introduction chapter. 

iii. Type the text in 1.5 line spacing, on one side of an A-4 size paper, and use 

font size 12, and font type Times New Roman.   

iv. Preliminary pages (pages preceding the introduction chapter) should be 

numbered in lower case Roman numerals (i.e. i, ii, iii….) including the title 

page. The page numbers of the body of the project proposal and project 

report, including the introduction chapter, should be in Arabic numbers (i.e. 

1, 2, 3…).  Page numbers should be inserted at the top of the page and 

centred.  

v. The margins should be as follows left-hand margin should be 4.0cm from the 

left edge of the paper, the right-hand margin should be 2.5cm from the right 

edge of the paper, the top margin should be 4.0cm from the top edge of the 

paper, bottom margin should be 2.5cm from the bottom edge of the paper. 

vi. The title page should bear the following information:   

Title of the project in capitals and centred; full name as it appears on the 

candidate‟s identification card, Registration number, and Name of 

supervisor. In addition, the following statement should appear centred and 

symmetrically arranged below the candidate‟s particulars:  

 

RESEARCH PROJECT (REPORT) PROPOSAL SUBMITTED IN PARTIAL 

FULFILMENT OF THE REQUIREMENTS FOR THE DEGREE OF 

BACHELOR OF … OF SOKOINE UNIVERSITY OF AGRICULTURE, 

MOROGORO, TANZANIA 

Just below this statement, indicate the year the degree is to be awarded. 

 

vii. Table of contents should correspond to the specific pages it refers. List of 

tables should be on its own page and arranged following the general format 

as that of the table of contents. List of illustrations (figures and plates) should 

                                                           
1
 All underlined items indicated on this page such as abstract should only appear in the research project 

report (not in the proposal) 
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also be placed on a separate page and arranged in a format similar to the 

table of contents.  

viii. If items are used within a paragraph, use the form a. b. c…. 

ix. English spelling should observe the general features of the U.K version of 

English. Most commonly such version is recommended by such dictionaries 

as the Oxford. You may opt to set your device with the English (UK) as you 

are typing. 

x. If footnotes are to be used in the text, number them consecutively with a 

superscript number at the author‟s name or point in the text they refer to. 

The footnotes are separated by a line across a page.  

 

2. TABLES AND FIGURES IN THE TEXT 

i. In cases where a table or figure extends to another page, shift the whole 

table or figure to a separate page. If it is beyond page size, it should be 

placed in the appendix. Use the upper case „T‟ for the word table as in 

Table when citing tables in the text. 

ii. Number tables or figures consecutively using Arabic numbers (1, 2, 3…) 

following the order they appear in the text 

iii. Concise explanatory captions should be typed above tables. The same 

should appear below figures. For tables or figures typed horizontally, 

captions should be typed to the left-hand margin lengthwise. Only the 

first letter of the caption and of the column heading should be 

capitalized. 

iv. Tables or figures obtained from other sources should be acknowledged 

(cited). Citation should appear below the presented table or figure using 

a specified format. Example: Source: Gakale and Manthe (1987). Full 

references of tables or figures should then be indicated in the reference 

section at the end of the project text 

 

3. ILLUSTRATIONS 

i. Provide these on separate pages in case they cover more than half a 

page 

ii. Number figures sequentially in Arabic numbers (e.g. Figure 1, 2, 3, etc.) 

and refer to them in the text in order of their appearance 

iii. Type captions below figures 

iv. Capitalise only the first letter of captions, except where necessary 

v. When referring to figures in the text, use the form Fig. 3: (Fig.8), etc. 
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vi. Photographs are only acceptable if they are relevant and should help 

the reader to understand the subject matter. Photographs should have 

good contrast and intensity. 

4. UNITS OF MEASURE 
i. Use SI (System International) units (see Appendix 1)  
ii. Spell out units unless they are preceded by numbers 
iii. Note that abbreviations for units are the same in singular and plural, 

e.g.        write kg not kgs 
iv. Express rates or amount per units in the form 50 kg/ha or 50 kg 

N/ha or 50 kg ha-1.  Do not write 50 kg/ha N. Leave space between 
the value and the unit of measure (e.g., 50 kg/ha). 

 
5.  NUMBERS 

 
i. In numbers with four digits on either side of the decimal point, run 

digits together, e.g. 1000; 8285; 0.3284 
ii. In numbers with more than four digits, leave a space (not a 

comma) between each group of three digits on either side of the 
decimal point e.g. 1 262 843; 256 421; 10 000; 0.032. 

iii.  In columns of numbers (e.g. in tables) containing four or more than 
four digits, group the digits into three as follows: 

 
28 032 
1 422 

86 

iv. For the decimal point, use a stop, not a comma, e.g. write 0.2, not 0,2. 
v. For numbers below the unit, precede the decimal point with a zero, 

e.g. 0.62 not .62. 
vi. Spell out numbers from zero to nine, but use figures for higher 

numbers, e.g. six plots; but 10, 15 plots. 
vii. In a series of three or more numbers, use figures irrespective of 

magnitude, e.g. “In trials with 6 cultivars in Zambia, 4 in Malawi and 
8 in Mozambique ....... 

viii. Use figures whenever a number is followed by a unit of measure and 
for days, years, dates, page numbers, classes, etc., e.g. 5 kg, 2 g, 3 
days, 1 year, 6 January, page 13, type 7, et 

ix. Spell out numbers that occur at the beginning of sentences. 
Twenty students attempted... 

x. Express fractions as decimals, though percentages and simple 
fractions can still be used. 

xi. For simple fractions use the form: one-quarter, two-thirds, not ½, 2/3 
etc.  
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xii. Where possible, avoid large figures ending in several zeros.  Either 
spell them out or use an exponential for part of the number; e.g. for 

1600000, write 1.6 million or 1.6 x 106. 
 

6.  PERCENTAGE 
 

Use the percentage symbol  (%) only with a figure, e.g. 62%, but spell out 
the words percent or percentage when they occur without figures. 
 

7.  FORMULAE AND EQUATIONS 
 

Equations should be numbered using roman numbers in the order of 
their appearance. 
 

 
8.  TIME 

 
Use the 24-hour clock, e.g. 0730 h, 2345 h, 
etc. 
 

 
9.  DATE 

Use the form 22 January 2014; not 22nd January 2014; January 22, 2014, or 

January 22nd, 2014 
 

 
10.  YEAR 

 
i. Write in the 1990s, not in the 

1990‟s 
ii. For two calendar years write 2001 

02, not 2001 02, 2001-2 or 2001-
2002   

iii. For single non-calendar years, 
i.e. parts of two years or 
seasons that extend over two 
years, write 2001/02, not 2001 2, 
2001-02 or 2001-2002. 

iv. For two non-calendar years, write 
2000/01 – 2001/02. 
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11.  LOCAL TERMS 
 

If local or unfamiliar terms are used, e.g. for plant or animal species, food 
products, etc. give the scientific names in italics or underlined or a 
description when the terms are first used. 

 

12. ABBREVIATIONS 
i. Where it is wished to use abbreviations of organizations, technical 

terms etc., spell them out in full the first time they occur, followed by 
the abbreviation in brackets, e.g. Sokoine University of Agriculture 
(SUA), sugarcane mosaic virus (SCMV), etc. Thereafter use the 
abbreviation only. 

ii. In acronyms, degree designations, etc. it is usual to omit full stops, 

e.g. USA, not U.S.A., PhD not Ph.D.; FAO, not F.A.O. 

 
 

13. REFERENCES OR LITERATURE CITED 
i. List all references cited in full at the end of the text, and not as 

footnotes to the text pages, tables of figures 

ii. The references should be arranged alphabetically by authors and 
all authors, surnames and initials should be included (i.e. never use 
et al.), followed by the year of publication in parentheses; a full stop, 
the title of the paper; report; book; etc. (as used in the original 
document and should not be abbreviated; the journal volume 
number; the issue number (only if the pagination starts afresh in 
each issue concerned).   If the reference is to a book, the town of 
publication, the publisher, the edition number (if not the first) should 
be added. Journal and book titles should be underlined or italicised. 

 

14. CITATIONS IN THE TEXT 
i. Cite references by authors, f o l l o w e d  by a  year of publication,  

separated by a comma  e.g. (Mungula, 2000) 
ii. For multiple authorship references, cite up to two.  For more than 

two,  cite the first mentioned, followed by et al. (meaning “and 
others”), but cite them in full in the list of references 

iii. Citations in the text should take the following forms: 
 

a)   ..... have been reported by Urassa et al. (2001) 
b)   ..... Chingonikaya and Pius (2006) found that ...... 
c)   .....  other results (Komba and Kabote, 2004; Sikira, 

 2010; Mhandeni, 2014, Mahonge, 2005) have indicated that... 
d)... Mhando and Nsenga (2000, 2001) found that...  
       (Papers published by the same author in two different years 
e)    ..... Massawe (2013a, b) for two papers published by the same 
author in the same year) 
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iv. To refer to personal communications related to unpublished material, 
personal communication etc, use the form ... (Robinson, J.A. personal 
communication, 2001).  Do not place such citations in lists of 
references) 

v. Secondary citations can take the form... Madalla (2012), cited by 
Mbilinyi et al. (2014) 

vi. Secondary citation should be kept as minimum as possible or where 
possible avoided altogether. Citations presented as “personal 
communications” shall not be allowed. 

vii. In order for a research project proposal to be recommended for 
examination, a t  least 40% of all references cited must be journal 
articles and published not older than 5 years. Journal articles may 
include t h e  ones accessed through electronic databases. 
 

15.  CITATIONS IN LIST OF REFERENCES 
i. Cite references in alphabetical order of author(s) and in order of year 

of publication 
 

ii. For references with same author(s) and year of publication, start with 
papers by the same author being arranged in the order (1) single 
author, (2) two authors alphabetically according to the name of the 
second author, and (3) several authors chronologically with 1981a, 
1981b, etc for papers published in the same year References by one 
author take precedence over references by the same plus  
 

iii. Additional authors irrespective of the year of publication. 
 

iv. Avoid using Anon. or Anonymous where possible.  Where no name 
of an author is given, use the name of the sponsoring or issuing 
organization, ministry and department etc. if it can be identified 

 
v. Separate authors by semi-colons  

 
 
 

16.  ORDER OF CITATION DETAILS 
The following guidelines and examples are designed to show the main 
elements that should be cited and the order in which they should appear 
in references for the three main classes of publication that are likely to 
appear in the list of references: 

 
i.  Journals 
 Author‟s name(s) and initials for forenames; 
 Year of publication in brackets; followed by a period/full stop 
▪   Title of the published paper; 
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▪ Name of journal or publication; spelt in full, omitting any definite 
article (i.e. The) at the beginning, and underlined; or in italics 
throughout. 

▪   Volume and/or issue number; 
▪ First and last page numbers (in full) for journal papers; the total 

number of pages for publications referred to as a whole 
ii.  Books 

 
 Author‟s or editor‟s name(s) and initials, name of sponsoring or issuing 

organization or corporate body in the absence of a named personal 
author or editor; 

 Year of publication in brackets, followed by a period/full stop; 
 Title of the book to be underlined or in italics; 
 Name of publisher and town, in that order; 
 Total number of pages in the form: 250pp. 

 
iii. Individual chapters in multi-authored books 

 
  ▪      Author‟s name(s) and initials; 
  ▪      Year of publication in brackets; followed by a period/full-stop; 
  ▪      Title of chapter or article, followed by the word In; 
  ▪      Title of book underlined or in italics; 
  ▪  The words “Edited by”, followed by the name(s) and initials of the 

editor(s)     
  of the publication, underlined and enclosed in brackets; 
  ▪       Name of publisher and town, in that order; 
  ▪       First and last page numbers of chapter, article, part, or section: 

  pp. 18 – 24. 
 
 
 

iv.  Proceedings of conferences/workshop/monographs 
 

▪   Author(s) name(s) and initials; 
▪   Year in the bracket; followed by a period or full-stop; 
▪   Title of the article; followed by: In: …………. 
▪   Title of proceeding or workshop underlined/italics; 
▪   Name of Editor(s) in brackets; 
▪   Date of the conference; town; country; Vol. (if any) page numbers 

(see examples for slight variations: section 18). 
▪   First and last pages of the article: pp. 180 – 194. 
 

v.  Dissertation and theses 
 

▪   Author(s) name(s) and initials; 
▪   Year in bracket; followed by a period or full-stop; 
▪   Title of the dissertation; 
▪    Name of the host institution 
▪   First and last pages of the section referred to. 
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vi.  Citing from electronic sources 
 

 Author‟s name, (if 
any) 

 Title of the cited work 
 
 Publication date (in brackets), 
 
 Internet address [in square brackets]. 

 
 Date of visit to the website. 

 
 
 

vii. Citation of newsletter 
 

 Should be cited as articles in periodicals 
 

17. EXAMPLES OF CITATION LAYOUTS 
 

The following examples show how to set out the details needed for the 
main types of literature listed above.  Note the punctuation; words to be 
printed in an italic script or to be underlined. 

 
i. Journal paper in English 

Tarimo, A. J. P. (1997) Physiological response of groundnut to plant 
population density. African Crop Science Journal 5: 267 – 272. 

 
Temu, A.  E.  and Due, J.  M.  (2000).  The business environment in 
Tanzania after Socialism: Challenges of performing banks, 
parastatals, taxation and the civil service. Journal of Modern 
African Studies 38(4): 683 – 712. 

 
ii. Journal paper not in English 

Nunes, E. (1985). Investigacao recente sobra as principals factor 
queimitam a producao do milho em mozambique. (A recent 
investigation of the main factors limiting sorghum production in 
Mozambique). Agricultura Boletin Tecnica 8: 4 – 10. 

 
iii. Journal paper accepted for publication but still in press 

Sones, K.R.  (Year).  Yield targeting in rabi sorghum.  Journal of 
Agronomy. (In press) 
 

iv. Books 
Stocker, L. (2000). Practical Wildlife Care for Veterinary Nurses, 
Animal Care Students and Rehabilitators. Blackwell Science Ltd., 
Oxford. 288pp. (288pp- refers to the total number of pages of the 
book) 
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v. Edited Books 
  Hulme, D. and Murphree, M. (Eds.) (2001). African Wildlife and 

Livelihoods:  The promise and performance of Community 

Conservation. James Currey Ltd, Oxford. 336pp. 

 

Vi.     A chapter in a multi-authored book 
Barrow, E., Gichohi, H. and Infield, M. (2004). The evolution of 
community conservation policy and practice in East Africa. In: 
African Wildlife and Livelihoods: The Promise and Performance of 
Community Conservation. (Edited by Hulme, D. and Murphree, M.) 
James Currey Ltd, Oxford. 59 – 73 pp. 

 

vi. Conference or Workshop proceedings referred to as a whole 
Boyle. P.J. (Ed.) (1987). Appropriate Manpower for Agricultural 
Research. 
Proceedings of SADCC Workshop, Gaborone, Botswana, 25 
November, 
1985. 120 pp. 

 

vii. A paper in a conference or workshop 
Ishengoma, R. C. and Ngaga, A.G. (2005). Trends and 
accomplishments of research in forestry and nature conservation at 
SUA 1996 - 2000. In: Proceedings of The First University-wide Scientific 
Conference. (Edited by Matovelo, J. A. et al.). 5 – 7 April 2000, 
Morogoro Tanzania, 28 – 59pp. 

 

ix.          Monographs 
United States Agency for International Development (2000).  Rice 
Production in Africa. Agriserve Ltd., New York, 
150pp. 

 

x.           Annual Report 
Botswana Ministry of Agriculture (1999). Livestock Research in 
Botswana 
Annual Report. Government Printer, Gaborone, Botswana. 
10pp. 

 
 

xi.         Dissertations 
Muhanga, M. I. (2019).  Health Literacy and Health Behaviour in the 
Context of One Health Approach in Tanzania: Perceptions, attitudes, 
Connections and Realities. Unpublished Dissertation for Award of 
PhD Degree at the University of Zambia. 312 pp. 

 

xii.       Citing from electronic sources 
Kimbrell, A., (May 2002).  Fatal Harvest:  The tragedy of industrial 
Agriculture.  [http://www.fatalharvest.org/press.html]  site visited   
on 9/8/2002. 

 

http://www.fatalharvest.org/press.html
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xiii.       Citing newspaper articles and other reports 
Kisembo, P. (2006). Survey shows food prices further going down in 
Dar-Es-Salaam. Daily News, Issue No. 36000. P.13. Preferably articles 
cited from newspapers should be more of feature articles than 
otherwise. 

 

18. KEY CHAPTERS IN THE PROPOSAL AND THE RESEARCH PROJECT 

REPORT 

 

 

CHAPTER ONE 
 
INTRODUCTION - made of the following sub-sections: 

a.  background to the problem – normally detailing the nature/situation 
of the problem under consideration  

b.  problem statement – revealing what is known and what is not 
known as a case in point for the proposed study 

c.  objectives (main and specific) – should flow from the problem 
statement and reveal how the unknown will be studied. Objectives 
are stated in the form of short phrases indicating what is to be done 
in the fieldwork or library  

d.  research questions or hypothesis – (if used) these should base on the 
assumptions to be tested by a particular statistical model 

e.  Justification for the study – should detail briefly what motivates the 
study. 

 
 

CHAPTER TWO 
 

LITERATURE REVIEW - normally featured by: 
a.  definitions of the key concepts/terms as applied in the (proposed) 

study 
b.  theory/theories guiding the study 
c.  empirical literature review related to the study of choice –this should 

endeavour to show what and how other related empirical studies 
have dealt with such similar problem under consideration and the 
deficiencies therein. 

d.  conceptual framework – arising from both theoretical and empirical 
point of view of the study 

 
Note that the review should be organized in a way revealing what is known and 

what is unknown as the case for your study. 
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CHAPTER THREE 
 

 METHODOLOGY - featured by such aspects as: 
a. area of study 
b. research design               In most cases, these aspects are built up with a  
                                               rationale for the choice of a particular method                                                                                          
c. sample size                         including the area of study 
d. sampling procedures        
e. analysis of the data       
 

 

 Note that the methodology section is immediately followed by the 
timeframe indicating research activities and duration and the 
budget/source of fund. If this subsection has large tables beyond a page, 
shift them to the appendix section. 

 Note further that after fieldwork or library-based research, report writing 
will result into both CHAPTER FOUR and CHAPTER FIVE 
 
 

           CHAPTER FOUR 
 
FINDINGS AND DISCUSSION 

Present your results/findings along with the discussion of the results 
The discussion of the results should, in as much as possible, point out how 
your findings are related, at least in part; or not related to other studies 
already done by other researchers. 
 

            CHAPTER FIVE 
 
CONCLUSIONS AND RECOMMENDATIONS 

Write the conclusions and Recommendations 
Both conclusions and recommendations, written in sub-sections, should 
flow from the main findings as discussed in CHAPTER FOUR.  
Recommendations are expected to reveal what should be done as a way 
forward to solve the problem under consideration. (n.b. when naming 
chapters, use: chapter One or chapter Two etc. and not chapter 1, chapter 2 
etc. The chapter titles ought to be centred and in capitals. 

 

iv. The Reference Section (not a chapter on its own) 
a. should appear on its own page/section 
b. should follow a particular referencing style (SUA guideline in this case) 

 

v. The Appendices (not a chapter on its own) 
a. should be featured by the contents that otherwise it was not possible to 
place them along with the main contents of the text. E.g. time table for the 
study,  financial arrangements (budget) e.tc.  
b. should appear on its own page/section 
 

vi. Page Limits of the Proposal and the Project Report 
    The proposal should have a minimum of 7 pages and a maximum of 10 

pages including the references. The final report should have a minimum 
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of 20 pages and a maximum of 40 pages, including references, but not 
appendices. 
 

19. BINDING AND SUBMISSION 
For proposal – binding can only be done after successful presentation and 

incorporation of the required corrections. Binding of the proposal for data 

collection is made in a spiral binding. 

For the final draft accepted report, the binding should be in hardcover other than 

spiral binding. 
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20. Appendices 

 

Appendix 1: Example of a cover page 

 

SOKOINE UNIVERSITY OF AGRICULTURE 

 

 

 

 

 

 

 

COLLEGE OF SOCIAL SCIENCES AND HUMANITIES 

 

[NAME OF DEPARTMENT] 

 

 

RESEARCH PROPOSAL/REPORT 

 

 

BIOLOGICAL IMPORTANCE OF FRESH TOMATO CONSUMPTION 

AMONG MALE CONSUMERS: A CASE OF SELECTED DAILY FRESH 

TOMATO CONSUMERS IN MOROGORO, TANZANIA 

 

 

[CANDIDATE’S NAME] 

 

[CANDIDATE’S REGISTRATION NUMBER] 

 

 

 

[SUPERVISOR’S NAME] 

 

 

 

 

 

[MONTH AND YEAR] 
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Appendix 2: Example of a table in the text 
 
 

Table 1: Differences of energy gained per week between female and male fresh tomato consumers 

Age Male 

Consumers 

Female 

Consumers 

Number of 

fresh tomato 

plates 

consumed/day 

Energy 

added per 

week 

among 

male 

consumers 

Energy added 

per week 

among 

female 

consumers 

20 12 12 5 5.5kj 0.5kj 

25 30 32 5 5.5kj 0.5kj 

30 45 45 5 5.5kj 0.5kj 

45 20 20 5 5.5kj 0.5jk 

 

Total  107 109 20 22.0 2.0 

 

 

 

 

 

 

 

 

 

 


