Guidance for Project Proposal (Terms of reference) 
for the BMSK6007 Independent Project (1000 words)
Terms of Reference

1. Your Terms of Reference will be a series of short statements encapsulating the entire Project.   However, remember that at this stage, you do not know where your research will lead you or what the outcomes will be!  
Terms of Reference (often shortened to ToRs) will outline:

· What issue is to be investigated, indicate any boundaries, and will state the purpose of the investigation.    

(For instance, within the scope of your project, it is not possible to look at an issue across the whole of a large organisation, or over an unlimited period, or even to look at all activities, so you must set boundaries to what you will investigate.  You also must be clear about what you are trying to achieve.)
· The need to critically evaluate your chosen topic to make arguments and draw conclusions from your research investigations
(It is imperative that you do not go into the Project with pre-conceived ideas about the eventual project outcome, your research must lead you.   It is essential to gather data/information from a wide range of appropriate and relevant sources and then draw logical conclusions based on your critical reading of the arguments by authors you have researched in your chosen field of study. 
The following is provided as an example to help you to write concise yet comprehensive Terms of Reference:

· To investigate the extent and causes of absenteeism in the No 1 Warehouse at XYZ Company, over the last two years, with a view to reducing it.    
· To generate and evaluate possible ways of reducing the level of absenteeism.
· To draw conclusions from the investigations and to make viable recommendations taking account of the financial and human resource implications for the Company. 

These short statements are easy to follow, and you should refer back to your ToRs every time you do any work on your Project.   This will ensure that you stick to what you are supposed to be doing and do not miss any critical stages.  It will also be good practice for completing workplace projects in the future!
2. Your project proposal must include:

· The organisational problem/topic you wish to address
· Why do you want/need to address it?
· What do you want to accomplish with your project? 
· What research methodologies will you use and why?
            Consider using the template on the next page.
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