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GUIDE FOR WRITING FEASIBILITY STUDIES
1.   General Format / Guidelines 
       	1.1   Margins: top, right, bottom = 1"; left = 1.5"
1.2  Font Size and Type of Text: 11-pt. Arial font
1.3  Font Size and Type of Chapter Numbers and Titles:   14-pt. Arial font 
1.4  Spacing: One and a half (1.5) line spacing except for tables and figures
1.5  Paragraph Indentation:  7 spaces or ½ inch
1.6 Pagination: The page number appears at the middle one-half inch 
      (1/2”)  from the bottom edge of each paper.  
· Page 1 applies to the first page, and so on, after the Table of Contents
· The pages ii, iii…apply to Approval Sheet,  Acknowledgement, Executive Summary, etc., respectively.   The title page is page i which shall be hidden.

2.   Cover 
This is the outer protective structure of the bound research paper.  The standard colors are navy blue for the cover and gold for the text. The front surface shall reflect the same text as in the title page. 
Part of the cover is the binding edge called spine. It carries the researcher's name, the title of the Feasibility Study, the acronym of the institution, and the year of the final oral defense. It also serves for easy reference when the bound paper is on shelf. 
3.   Preliminary Parts
The preliminary parts of a feasibility study consist of the following:
3.1   Title Page
3.2   Approval Sheet
3.3   Acknowledgement Sheet
3.4   Executive Summary
3.5   Table of Contents
3.6   List of Tables
3.7   List of Figures

3.1 Title Page

· Composition: 

(1) Project Title
· Proposed Name of the Product and the Company
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· Product Name is typed centered, in UPPERCASE (all  capitals) using 
an inverted pyramid style, single-spaced  (the first line is typed 2" from the top edge of the paper)
· The Company Name follows on the next single line, is typed centered 
with only the first letter of each important word capitalized.

(2) Classification of the paper (“A Feasibility Study”), and the 
[bookmark: _Hlk145230976]School/College/Department and Institutional Affiliation (the department and the institution to where the paper is presented; typed on the 9th single spaced line from the last line of the title)

(3) Degree Program (the degree for which the paper is 
presented; typed on the 9th single spaced line from the last line of the classification of the paper, school/college/department and institutional affiliation)
(4)  Researchers’ Names (full name of the researchers starting 
with the first name, then middle initial, and the last name, all in capitals; typed starting from the 9th single spaced line from the last line of the degree program in alphabetical order)
(5)  Date (the month and the year the research paper is defended)

· Notes:
· Avoid abbreviations.
· There is no need to include in the title “A Feasibility Study of…”,  ”A 
study of…” or other words that serve no useful purpose.  

3.2 Approval Sheet

	     The approval sheet follows immediately after the title page.  Generally, 
it contains statements of recommendation and acceptance.

· This page shall include the recommendation for acceptance by the 
adviser, the approval of the committee on oral examination with the student's or group’s grade, and the acceptance and approval of the dean of the concerned School/College/Department.  

· The page title shall be APPROVAL SHEET typed centered in capital 
letters.   This page is numbered (ii).
      
3.3   Acknowledgment Sheet
	        This page follows immediately the approval sheet. It reflects the 
researcher/s’ expression of appreciation for the assistance and encouragement extended to him (her)/them in making the project study.
· The word “ACKNOWLEDGMENT” is typed centered in capital letters.

· This sheet is numbered (iii). Typed 1.5 line spaced, it is recommended that 
the content should not exceed two pages, should be simply worded with no exaggerated expressions of gratitude.
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3.4 Executive Summary

        The Executive Summary is a brief comprehensive summary of the project 
study.   It presents the entire feasibility study in capsule form.
· It contains the highlights and the findings of the feasibility study written in, 
preferably,  3 - 5 pages, and in not less than 7 paragraphs, as follows:

· Name and Location of the Enterprise, and Brief
Description of  the project  (1 paragraph)
· Major assumptions, summary of findings and conclusions 
on the following:   (1 paragraph for each aspect)
			Marketing Feasibility
			Production/Technical Feasibility
			Management Feasibility
			Financial Feasibility
			Socio-Economic Feasibility
· Final Analysis and Overall Conclusion on the Feasibility
of the Project  (1 paragraph)
· Important

· The word EXECUTIVE SUMMARY, all capitalized, is typed centered 
and in bold letters.
· Begin typing the text on the next line in indented format.
· Avoid including in the executive summary what has not been 
discussed in the full body of the report.
· Use complete terms rather than abbreviations to preserve clarity, 
except for units of measurements and commonly abbreviated words (e.g., sq. m. for square meters, vs. for versus, etc. ).  
· Avoid citing references in this section.
· Type all numbers in figures except those that begin a sentence.

3.5 Table of Contents

	 The table of contents presents an orderly list of the preliminary parts, the 
chapter titles with the subsections of the body of research, the word “references”, “appendices” and the materials in the appendices for easy reference.
· The title “TABLE OF CONTENTS” is typed centered in capital letters.

· Spacing should be double-spaced throughout.
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· Listed first are the preliminary parts, followed by the word "Chapter" which is 
typed flush left on the same line with the word "Page" typed flush right, capitalizing only the first letter of the two words.

· Typed below the word "Chapter" is the title of the first chapter in all-capital 
letters.

· Chapter titles should be in capital letters, beginning 1-tab space following the 
chapter number.

· Double spacing shall also apply in typing the headings of subtopics or 
subdivisions within each chapter, which should appear below the first letter of the Chapter title.

· Subdivisions are typed in uppercase and lowercase letters.

· Chapter titles, and headings of subtopics and subdivisions in the table of 
contents should not extend beyond the right-hand margin of the leaders (dots).  If the length of the title is more than one line, carry-over should begin immediately below the first letter of the title.
· To lead the titles to the page number, dots shall be used, typed after a space 
from the end of the titles to two spaces immediately below the P in the word "Page".

3.6   List of Tables
· The List of Tables is to be placed in a separate page immediately after the 
Table of Contents. The title “List of Tables” is typed centered in uppercase and lowercase letters.

· Three spaces below the title “List of Tables”, type the word “Table” flush with 
the left margin

· Arabic numerals are used for the table number, and typed under the letter b 
of the word table.

· Table titles are typed in uppercase and lowercase letters with only the first 
letter of the principal words capitalized.  A table title is typed single-spaced in between other table titles.

· Dots are used similarly with that of table of contents

3.7   List of Figures
· This page is composed of the list of graphs, charts, diagrams, and other 
illustrated materials contained in the research.

· The title "List of Figures" is typed centered in uppercase and lowercase 
letters.
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· Spacing and citation of figure title follow same rules with list of tables

· The number of each figure in Arabic numeral should be placed under the 
letter g of the word figure.

4.   Body of the Feasibility Study
The body consists of 7 main chapters.  They include:
4.1     Project Background
4.2     Market Study
4.3     Technical Study
4.4     Organization and Management Study
4.5     Financial Study
4.6     Socio-Economic Study
4.7     Project Pre-operation Timetable

· Important

· Except for the Project Background, each chapter is into sections and, 
further, into subsections at the discretion of the researchers or as the need arises.  Generally, at least a one-page exposition of a topic under a section warrants a subsection. 

· An introductory paragraph with at least 3 sentences follows every chapter 
number and title. Being already identified by its position, the chapter introduction is not labeled.  It generally states the purpose of the chapter and its sections or coverage.

· An introductory paragraph, similar to chapter introduction, is required for a 
section with subsections, i.e., a section introduction appears before the first subsection.

· Quantitative data must be presented in tabular or graphical form.

· Comprehensive textual presentation accompanies all tables.

· All proposals must be amply supported with library references or related 
literature/studies, facts, statistics and/or other documents relevant to the proposals, whichever is available, i. e., the project proponent/s’ rationale or bases for proposals must be developed and expounded. 

· All sources of facts, opinions or ideas must be cited in the exposition.  For books 
or literature, the author/s and the year of publication are cited such as Borne (2020) affirms that the functional… Quotations of relevant facts and figures from statistical sources, government agencies and/or companies follow the same style as quotations of literature (e.g., From the Philippine Statistics Authority (PSA)-Region III Annual Report (2021), the population of ……).  If the figures are in tables, the source is typed below the Table such as Source:  NSO 2021 Annual Report 
· Allow a smooth transition of ideas paragraph by paragraph.


Page 05
· Figures, drawings and layouts must be drawn to scale.

· Charts must be well presented.

· All cited literature should be reflected in the reference section of the 
research paper.

· For citations of references in text, see section 5. 

·   Headings

			    Headings help the readers grasp the paper’s outline and the relative 
importance of its parts
· use bold centered uppercase and lowercase headings for chapter numbers, 
and uppercase headings for chapter titles

· use bold centered and underlined uppercase and lowercase headings for
major topics in a chapter

· use bold flush left, uppercase and lowercase headings for topics under a 
major topic

· use bold indented, lowercase paragraph headings for subtopics within a 
topic

5.  End Matters
5.1   References

· All sources included in the Reference section must be cited in the body of the
research paper. 

· The Reference section begins on a new page

· The heading References is typed centered on the first line below the manuscript 
page header.

· The entries (references), with hanging indentation, begin on the line following 
the References heading. Entries are organized alphabetically by surnames of first authors. Most reference entries have three components:

1. Authors: Authors are listed in the same order as specified in the source, using surnames and initials. Commas separate all authors. When there are seven or more authors, list the first six and then use "et al." for remaining authors. If no author is identified, the title of the document begins the reference. 
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2. Year of Publication: In parentheses following authors, with a period following the closing parenthesis. If no publication date is identified, use "n.d." in parentheses following the authors. 

3. Source Reference: Includes title, journal, volume, pages (for journal article) or title, city of publication, publisher (for book). Italicize titles of books, titles of periodicals, and periodical volume numbers.

5.2 Appendices

A common use of appendices is to present unpublished tests,  to describe complex equipment or stimulus materials or to present details relevant to the project study but were not included in the main body. 

· Each Appendix begins on a separate page. 

· If there is more than one appendix, use Appendix A (or B or C, etc.). Type the word appendix and the identifying capital letters in the order in which they are mentioned in the text, centered at the top of the page. If there is only one appendix, the Appendix is centered on the first line below the manuscript page header without any letter of identification.

· If tables are to be included in an appendix, precede each appendix table number with a capital A (starting with Table A)



Textbook
Manual of standards for research, Balajadia, R. and Pangilinan, D. University of the Assumption 2016
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