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WHAT IS AN ILP?

The Independent Learning Project (ILP) is a comprehensive project that students are required to complete as part of their master’s degree program at Cambridge College. It enables students to demonstrate that they can think critically, undertake research, apply theory to a practical situation, and present their findings and recommendations in writing.  


THE ROLE OF THE SEMINAR LEADER

The seminar leader is the students’ academic adviser for the duration of the program and schedules periodic individual meetings. The seminar leader is the supervisor of the
Independent Learning Project with responsibility for approval, and signs off on workshop/directed studies credits, independent study, leave of absence, and graduation clearance. Seminars focus on professional issues and support professional development.

THE ROLE OF SEMINAR 

The Management Seminar provides support for students’ work on the Independent Learning Project. The topic must be related to each student’s concentration.
ACADEMIC INTEGRITY

Students are expected to maintain integrity in all academic work. They will not attempt to get grades by any means other than honest academic effort. All work must be completed by individual students except for group projects. It is not permissible to hand in

the same work for different courses.

Plagiarism is the use of another’s work, thoughts, or language without giving credit. Cambridge College students will not summarize, copy, or use the work of another person or source

without proper acknowledgement. Plagiarism is dishonest and a serious academic offense.

Any breach of academic integrity is grounds for a grade of No Credit in academic courses and/or dismissal. (See Disenrollment.)

ILP REQUIREMENTS
You are expected to select a topic of relevance to Management and of importance to your professional development. After identifying a topic, you will work with your faculty advisor to determine the type of ILP most conducive to enhancing your learning about this topic. Below is an outline of the requirements for your ILP:

· Relates to current issues in Management and to the student’s choice of Certificate.

· Has personal and practical relevance to the student in the workplace or the community.

· Is original work.

· Demonstrates that the student has gained a thorough understanding of the subject area through research, analysis of current management literature, and critical thinking.

· Research using appropriate techniques and sufficient depth to give meaningful outcomes.

· Provides evidence of the student’s management skills, including project planning, meeting deadlines, overcoming hurdles, and responding to feedback.

· Present in American Psychological Association (APA) format and the main body is at least 50 pages in length. Page numbering begins with the title page and each page should include the title as a running head.

ILP ELEMENTS 
The following tables illustrates the main elements of an ILP. Each of the following elements should start on a new page. 

	Elements of An Action Research ILP
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SECTION I: PRELIMINARY PAGES
Title Page
This is the first page of the ILP.  It states  the writer’s name; the name of the writer’s seminar leader; the name of the institution –Cambridge College; and the month and date the project is submitted.
Copyright Page (Optional)
This statement establishes ownership of the author’s work.
Acknowledgments Page (Optional)
This section is used to express appreciation to those who assisted and supported the author throughout the ILP process. This is not required. If included, it should be the third page of your ILP.
Abstract Statement
About 120 words, an abstract is a brief concise summary of the ILP. The abstract prepares the reader for the contents of the ILP. This is best written after the ILP is completed.
Table of Contents
This page  lists the contents  and page numbers of each section of the  ILP   
SECTION II: INTRODUCTION & BODY
Introduction/Problem Statement 
An action research ILP focuses on understanding. solving; and making recommendations on an organizational or a managerial  problem.

This section explains  the issue or problem the organization currently faces;  provides  the background to the problem; describes potential remedies for the problem, and proposes possible courses of action. 
Rationale for Studying the Organizational or Managerial Problem

The rationale describes why this problem deserves in depth study and analysis.
This section should also describe the current manifestations of the problem;  the consequences for the organization and the people in the organization, if the problem is not resolved.

Background

This section describes in detail what occurred and who (anonymously)  was in involved. It also describes when the problem occurred; the organizational setting –including the organization’s current and past history. To ensure confidentiality, provide the organization a pseudonym
Literature Review
The Literature Review for an Action Research ILP makes use of: articles; books; or research by other authors that address similar issues or problems; administrative documents – proposals; progress reports; letters;  emails; faxes; notes; letters; memoranda; agendas; administrative documents; minutes of meetings; organizational and archival  records and other internal documents.
Data Collection Methodology 
This section explains how the research was carried out. 

Action research  relies heavily on interviews, observations and/or document analysis

Data Analysis
The data analysis section describes the tools, strategies, and analytical approaches used to make sense of the data
Findings

Findings present and discuss the results of the data analysis

Recommendations

This section describes the needed corrective action based on the findings

Action Plan/Intervention

This section maps out a plan for the corrective action 

SECTION III: CLOSING
Conclusions 
In the Conclusion Section for an Action Research Project summarize key decision points.
Statement of Learning
This section summarizes what the author has learned personally as a result of this project and the MM degree.
SECTION IV: SUPPORTING MATERIALS
References
This section lists books, journal and magazine articles, pamphlets, brochures, archival and organizational records,  etc. cited throughout the ILP.
Appendix (Optional)

The Appendix provides supporting documents for the ILP.
Tables (Optional)
Tables present quantitative data.
Figures (Optional)

Figures may be charts, graphs, photographs, drawings or  other pictorial depictions.
Resume
The ILP requires a copy of  the author’s current resume.



ELEMENTS OF A BUSINESS PLAN ILP
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SECTION I: PRELIMINARY PAGES

	Title Page
	This is the first page of the ILP and it states  the writer’s name; the name of the writer’s seminar leader; the name of the institution –Cambridge College; and the month and date the project is submitted

	Copyright Page (Optional)
	This statement establishes ownership of the author’s work.

	Acknowledgments Page (Optional)
	This section expresses appreciation to those who assisted and supported the author throughout the ILP process. This is not required. If included, it should be the third page of your ILP.

	Abstract Statement
	About 120 words, an abstract is a brief concise summary of the ILP. The abstract prepares the reader for the contents of the ILP. This is best written after the ILP is completed.

	Table of Contents
	This page  lists the contents  and page numbers of each section of the  ILP   

	SECTION II: INTRODUCTION & BODY

	
	

	Introduction/Problem Statement 
	A business plan ILP describes a detailed plan for establishing a new business venture.

	General Company Description


	This section describes the business’s purpose; goals and objectives; business philosophy;  industry; core strengths and competencies.  It also, describes the owner’s personal business philosophy;  strengths and skills; and discusses the legal form of ownership .

	Review of the Literature
	The review of the literature for a business plan includes: published information on the industry such as, industry profiles; trade journals; census data, and demographic profiles, business/industry publications; government publications (federal, state and local).


	Data Collection Methodology /Marketing Research


	The recommended data collection methodology for a business plan consists of surveys or focus-group interviews of the target market.

	Data Analysis 
	The data analysis section describes the tools, strategies, and analytical approaches used to make sense of the data.

	Marketing Plan 
	 The marketing plan describes facts about the industry; current demand in the market; trends in the target market; growth potential; opportunity and barriers to entry into the market.  The plan also describes strategies that will overcome those barriers. Further, it projects changes in technology; government regulations; economy and the industry; market size; market demand; market trends; and  growth .

	Products and Services
	This section provides an  in depth description of the products or services; the pricing fees; the proposed venture’s competitive advantages and competitive disadvantages.

	Management and Organization
	This section describes: the proposed management team; job descriptions and resumes for each employee; and an organizational chart.

	
	

	Personal Financial Information



	 Note: check with your seminar leader. This section may not be required.

	Start up Expenses


	Start up expenses estimate the capital needed before opening the project.

	Financial Plan 


	The financial plan projects cash flow, opening day balance and provides a break even analysis.

	SECTION III: CLOSING

	
	

	
	

	Statement of Learning
	This section summarizes what the author has learned as a result of completing the ILP and the MM degrees.

	SECTION IV: SUPPORTING MATERIALS

	References
	References list all books, websites, documents, journal and magazine articles, pamphlets, brochures, electronic documents, etc. cited throughout the ILP.

	Appendix (Optional)


	The appendix provides supporting documents for the ILP.


	Tables (Optional)
	Tables present quantitative data.

	Figures (Optional)
	Figures may be charts, graphs, photographs, drawings or  other pictorial depictions.

	Resume

	The ILP requires the  author’s current resume


	Elements of  a Case Study ILP
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SECTION I: PRELIMINARY PAGES
Title Page
This is the first page of the ILP.  It states  the writer’s name; the name of the writer’s seminar leader; the name of the institution –Cambridge College; and the month and date the project is submitted.
Copyright Page (Optional)
This statement establishes ownership of the author’s work.
Acknowledgments Page (Optional)
This section is used to express appreciation to those who assisted and supported the author throughout the ILP process. This is not required. If included, it should be the third page of your ILP.
Abstract Statement
About 120 words, an abstract is a brief concise summary of the ILP. The abstract prepares the reader for the contents of the ILP. This is best written after the ILP is completed.
Table of Contents
This page  lists the contents  and page numbers of each section of the  ILP   
SECTION II: INTRODUCTION & BODY
Introduction/Background
A case study analyzes in depth, an incident, organization or program.  Rather than intervene or resolve the issue, the author investigates to gain deeper understanding, create theory or  inform future practice.

The case study introduction describes the organization, program or incident  in detail  - what occurred and who (anonymously)  was in involved
Literature Review
The literature review for a case study  ILP makes use of: articles; books; or research by other authors that address similar issues or problems; video tapes, audio tapes; administrative documents – proposals; progress reports; letters; emails; faxes; notes; letters; memoranda; agendas; minutes of meetings; organizational and archival  records and other internal documents.
Data Collection Methodology 
This section explains how the research was carried out. 

Case study research relies heavily on interviews, observations and/or document analysis

Data Analysis
The data analysis section describes the tools, strategies, and analytical approaches used to make sense of the data
Findings

Findings present and discuss the results of the data analysis.
Recommendations

Based on the findings, the case study offers explanations, models or theories to inform practitioners. 
SECTION III: CLOSING
Conclusions 
In the conclusion section author  discusses the larger implications for other organizations or managers facing similar dilemmas.
Statement of Learning
This section summarizes what the author has learned personally as a result of this project and the MM degree.
SECTION IV: SUPPORTING MATERIALS
References
This section lists books, journal and magazine articles, pamphlets, brochures, archival and organizational records,  etc. cited throughout the ILP.
Appendix (Optional)

The appendix provides supporting documents for the ILP.
Tables (Optional)
Tables present quantitative data.
Figures (Optional)

Figures may be charts, graphs, photographs, drawings or  other pictorial depictions.
Resume
The ILP requires a copy of  the author’s current resume.



	ELEMENTS OF A FEASIBILITY ILP
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SECTION I: PRELIMINARY PAGES
Title Page
This is the first page of the ILP. It states  the writer’s name; the name of the writer’s seminar leader; the name of the institution –Cambridge College; and the month and date the project is submitted.
Copyright Page (Optional)
This statement establishes ownership of the author’s work.
Acknowledgments Page (Optional)
This section expresses appreciation to those who assisted and supported the author throughout the ILP process. This is not required. If included, it should be the third page of your ILP.
Abstract Statement
About 120 words, an abstract is a brief concise summary of the ILP. The abstract prepares the reader for the contents of the ILP. This is best written after the ILP is completed.
Table of Contents
This page lists the contents and page numbers of each section of the  ILP .
SECTION II: INTRODUCTION & BODY
Introduction
A feasibility study examines a proposed venture’s potential for success.

The introduction establishes the focus of the feasibility study; and explains the proposed venture’s  products or services.

General Company Description

This section describes the business’s  purpose; goals and objectives;  business philosophy;  industry core strengths and competencies.  It further describes the proposed owner’s personal business philosophy; strengths and skills; and the proposed venture’s legal form of ownership .
 Literature Review

The literature review for a feasibility study analyzes published information on the industry such as industry profiles; trade journals; census data;  demographic profiles; government publications (federal, state and local) and official statistics.

Data Collection/Marketing Research

Feasibility studies traditionally use surveys, interviews or focus groups as data collection methodologies.

Data Analysis Methodology

The data analysis section describes the tools, strategies, and analytical approaches used to make sense of the data.
Marketing Plan 

The marketing plan presents the facts about the industry; describes current market demands; evaluates trends in the target market; assesses growth potential  and determines any barriers to entry into the market. It further details a plan to overcome those barriers; projects changes in technology;  government regulations; the economy; the industry; market size; market demands; market trends;  and growth potential. 
Products and Services
In the products and services section the author describes in depth the proposed  products or services; competitive advantages; competitive disadvantages; and pricing fees.
Management and Organization
 The management and organization section describes the  proposed venture’s personnel; provides resumes for each employee and includes each employees’ job description and a proposed organizational chart 

Personal Financial Information

 (Note: check with your seminar on whether this section is required)

Start Up Expenses

The start up expenses section estimates the capital needed before opening the business.

Financial Plan 

The financial plan projects the cash flow, the opening day balance and provides a break even analysis.

SECTION III: CLOSING
Statement of Learning
This section summarizes what the author has learned  professionally and personally; as a result of this project and the completion of the MM degree.
SECTION IV: SUPPORTING MATERIALS
References
The references section  lists all books, websites, documents, journal and magazine articles, pamphlets, brochures, electronic documents, etc. cited throughout the ILP.
Appendix

The section provides supporting documents for the ILP.
Tables (Optional)
Tables present quantitative data.
Figures (Optional)

Figures may be charts, graphs, photographs, drawings or  other pictorial depictions.




	SECTION I: PRELIMINARY PAGES

	Title Page
	The title summarizes the main idea of the ILP and identifies the actual problem.

	Copyright Page (Optional)
	This is a statement establishing ownership of the author’s work.

	Acknowledgments Page (Optional)
	This section is used to express appreciation to those who assisted and supported the author throughout the ILP process. This is not required. If included, it should be the third page of your ILP.

	Abstract Statement
	Between 100-150 words, an abstract is a brief concise summary of the ILP. The abstract prepares the reader for the contents of the ILP. This is best written after the ILP is completed.

	Table of Contents
	This is a guide to the elements of the ILP, including the contents and page numbers of the sections of the ILP.

	SECTION II: INTRODUCTION & BODY

	Introduction/Problem Statement 
	This section establishes the focus of the whole ILP. It explains what the study is about and the background to the problem and how the author decides to carry out the research. 

	Literature Review
	The review of articles, books or research by other authors that address a similar topic.

	Methodology and Research Design
	This section explains how the research was carried out; i.e. literature review, interviews, surveys, questionnaires etc.

	Findings/Data Analysis
	This is the section where the results of the data collected are presented and discussed.

	SECTION III: CLOSING

	Conclusions and Recommendations
	Summarizes the findings from the study. Provides recommendations based on the results of the research.

	Statement of Learning
	Summarizes what the author has learned personally as a result of this project.

	SECTION IV: SUPPORTING MATERIALS

	References
	A list of all books, journal and magazine articles, pamphlets, brochures etc. cited throughout the ILP.

	Appendices
	Supporting documents for the ILP.

	Resume
	Author’s current resume.


ILP FORMAT

	FORMATTING & TYPING THE ILP

	Font
	Times New Roman 

	Size
	12 pt. 

	Spacing
	Double spaced between sentences. 

	Paragraphs
	Indent each paragraph with a 5-7 space indent (use tab function)

	Margins
	Top:        1”

Bottom:   1”

Right:      1” (do not justify right margin)

Left:        1.5” (for binding)

	Page Numbers
	Number each page on the upper right corner of the page.. The page numbering starts on the title page with running head.

	Sections
	Each section begins on a separate page.

	Headings: Below is an example of how the heading within your ILP should look:

	Main Heading 

Title of the chapter is centered on the page. Start each chapter on a new page.

Second Level of Heading 

     Subheadings like this are used to separate sections in the chapter. It is indented with 5 spaces.
Third Level of Heading 

      Sometimes a third level of headings within the chapters is necessary. It is indented with 5 spaces from the second level of heading. 
Headings within the paper should be in the following format:

· First-level headings: For labeling the main sections of the paper. The heading for each section is centered in the line and the words are capitalized like a title (each important word should start with a capital letter). First-level headings generally are only used for empirical research reports. 

· Second-level headings: For labeling subsections within a main section of the paper. The subheading is flush with the left margin and is italicized. The words are capitalized like a title. This is a likely type of heading you would use for a 5-10 page literature review or research proposal. 

· Third-level headings: For labeling subsections within a subsection of the paper. The sub-subheading is indented like a paragraph, is italicized, and ends with a period. Only the first letter of the first word is capitalized. Third-level headings generally are used to separate sections within the Method section (e.g., Participants, Procedure, etc.). 


CHOOSING A TOPIC


Allow as many ideas as possible to emerge before you narrow down your topics. You should choose a topic that really interests you, is researchable, manageable in size, and relates to your Concentration. Think about how you want to use your research. 

· Solve a problem at work

· Improve your chances of promotion

· Change career direction

· Start your own business

· Use your research to help a non-profit organization you are involved with

Ideas for Topics
· Review your course materials - what interested you most?
· Look at the headings from your course textbooks.
· Read business and management magazines (e.g. Fortune, Workforce).
· Think about problems in your workplace - could your ILP help find a solution?
· Take a look at some previous ILPs – ask your advisor.
· Talk to faculty, students, colleagues, family and friends..
· Review  the Idea Generator  in the Bookmark section.
· Review  the list of Business Topics in the Bookmark of the MMG 800 website..

Topic Development
Once you have decided on a topic for your ILP, explore it in greater depth. Be aware that your original ideas may change as you proceed, be prepared to change direction if necessary. Find some books or articles about your topic, and identify some key themes and concepts. How have other writers approached this topic? Think about why you are particularly interested in this topic, and what you hope to gain from researching and writing the ILP. Think of a suitable title for your ILP. Make your title specific so that the reader immediately knows the subject of your ILP. Your title should be 12-15 words in length.

ABSTRACT 
· The abstract should answer such questions as
· What issue/problem does your ILP address? 
· What argument did you try to prove or what solution do you give? 
· How did you conduct this project? 
· What are your results/findings/conclusions?
INTRODUCTION/PROBLEM STATEMENT


· The introduction establishes the focus of the whole paper and is usually approximately 3-5 pages in length. It tells the reader what led you to this project, such as, a personal experience you have had, something you observed in a class, or an issue you became aware of from reading the literature.

· Describe to readers what your study is about, and provide background information about your topic. 

· Explain any management theories or concepts that you will be using or exploring in your research. 

· The Statement of the Problem should end with a question you would like to answer or a statement of the goal of your project.

· The types of questions to think about when writing your introduction:

· What questions do you want to explore in your ILP?
· How did you become interested in this question or problem and why is it important?
· How will you conduct this research i.e. literature review, interviews, questionnaires, observations?
· How will your research answer your questions?
· What results do you expect from this study and why?
· Why is this topic important for managers and management?
· What contribution will your study make to the field of management.
· Indicate some challenges you think you will face throughout your study
LITERATURE REVIEW


· The literature review serves three purposes:

· Demonstrates your familiarity with your topic, including perspectives that are both similar and different from your own.

· Legitimize the question or goal you posed at the end of your statement of the problem

· Justify the work you will do in the body of your project by creating a well-crafted academic argument for the work.

Start with books and articles that are considered major works in this topic.  Read as much as possible about your ILP topic to demonstrate your knowledge and familiarity with it. Make sure your reading includes both theory and research. In addition, if your topic has been subject to controversy, you want such controversies to be fully covered in your review. The ILP website for MMG provides extensive bookmarks and handouts.
· Look to see which authors and books are regularly cited by others writing about your topic. Aim to use the most recent sources, within the last 5-10 years.
· Balance works that support your point of view with ones that put forward a different view.
· Differences between Summarizing, Paraphrasing and Quoting
· Summarizing: briefly restate the author’s main points in your own words.

· Paraphrasing: writing detailed notes of the author’s work, restated in your own words

· Quoting: copying what the author said verbatim

· Gathering resources, reading critically and writing of your literature review:

· Find several up-to-date articles or books that relate to your topic. (The Resource Section includes information on recommended journals  and other resources.  The Ebrary Bookshelf for the ILP will also be useful)

· Do not simply summarize the literature you read. Your aim is to guide the reader through the background material so that they have a clear picture before you begin to offer your own contribution to the subject.

· The way you organize this chapter will depend on your topic, but it is usually better to map it according to themes, rather than to discuss the work of each author.

· Make sure that everything you write here has a close connection to your own topic.

· Restate the problem or question you are addressing.

· How is the author’s information or opinion relevant to your main argument or main points?

· Do you have or can you get the required bibliographic information for the APA citation? (RefWorks creates APA References and the instructions are available in the website Handouts Section.  Make sure you also consult with your Seminar Leader.

· What are the author’s professional credentials? Often this can be found on the book jacket or in the preface.  Also try to search in www.google.com for the author’s name.  You may also want to search www.google scholar.co. If there is more than one author of a book, research all of them. 

· How does the author prove that the information or opinion is true?

· How does the author study this issue or tried to solve the problem?

· Does the author’s finding agree/disagree with your own view? Why? or Why not?

· Explain how the work relates to or compares with other work you are including in your review

· What evidence does the author give to support his/her viewpoint?

· Why do they agree/disagree with other authors?

· Are there any controversies? Present and compare the different opinion.

· What are the implications for management and/or for your study?

· Explain any theory or model you will use or construct.

· Describe how ideas about your topic have evolved over the last few years OR compare and contrast two or more viewpoints. 

· The Statement of the Problem that you wrote actually contains your thesis; your thesis for your Literature Review is a short statement that this problem exists and that it needs to be addressed in the way you plan to address it in your ILP. You support your thesis by documenting what others have said and done about the problem.
METHODOLOGY & RESEARCH DESIGN

· Explain which method(s) you used to carry out your research (interviews, questionnaires, case studies, or in-depth literature based research, or a combination)

· It should be detailed enough to enable someone else to repeat your study

· Why did you choose this method? When you write up your methodology, you need to explain what research questions you chose, and what literature you decided to use to explore these questions. Discuss any limitations of the literature-For example, research carried out in the US may not be directly applicable in other parts of the world
· Include copies of the Interview guide, or questionnaire in the Appendices.
· The table below presents some tips on conducting research. You may be using just one of these methods, or a combination.

	QUESTIONNAIRES

Questionnaires are useful for collating information and opinions in writing from a fairly large number of people. The downside is that the response rate may be poor, and people may give you the answer they think you want to hear, rather than the truth. To improve your chances of success, consider the following:

	· Use a well-designed form.  It should be easy to read, have a logical format, and with interesting, relevant questions.  
· Decide whether you want to use open ended questions (What do you like about your working environment) or closed questions (Is your working environment a) too hot, b) just right, or c) too cold?). 

· Explain the reasons for your research.  People are more likely to respond if they can see the purpose.  
· Ask some people to fill out a draft questionnaire before you finalize it, so you find out in advance if there are problems with wording, layout etc.
· Think carefully about the variables in your sample group.  Do you need to know sex, race, age, and job position of the respondents?  But don't ask unnecessary questions.
· Offer confidentiality to respondents.
· Consider a follow-up letter to non-respondents to encourage more responses.  Or make sure you send out enough questionnaires in the first place to cope with a poor response rate.  A 50% response rate is often considered very successful.
· You may want to combine a questionnaire with more in-depth interviews with selected individuals.

	INTERVIEWS

Interviews, either face-to-face or telephone, are particularly useful if you want to gain an understanding of people’s attitudes, or if you want them to recount their version of a significant event. By developing a rapport with your interviewees, you may get more honest responses. However, arranging and conducting interviews can be time-consuming, and you need to be well prepared.

	· Work out a script beforehand.  As with a questionnaire, it is a good idea to trial this with a couple of people before you start your interviewing.  

· Think about how you plan to code your responses.  Are you interested in quantitative or qualitative data?

· Select interviewees carefully.  You want to choose people who can offer a range of viewpoints, and who each have a good understanding of the subject of the interview. 

· Where will interviews take place?  People may give more candid responses away from the workplace. Offer confidentiality – and respect it. 

· Allow enough time for the interview – don’t overrun.

· It is a good idea to tape interviews, so you can concentrate on what they are saying rather than on taking notes.  But ask your interviewee for permission first.

· Work through your script logically, but be prepared to be flexible.  Don’t ask people lots of irrelevant questions.  Don’t put words into your interviewees’ mouths.  Listen to what they are saying, not to your own assumptions.

· Finally, thank people for their assistance, and offer them a copy of the research result, if appropriate.



	ANALYZING EXISTING DATA

	· You may decide to look at data collected by someone else, such as company records.  You will nearly always need to negotiate permission beforehand.  

· Find out how the data was collected, and consider what biases or limitations there may be.  

· Example: If you were using Human Resources records of employee educational qualifications, you would need to find out whether all qualifications are recorded or just those relevant to the job, and when the records were last updated. 

	CASE STUDIES

An in-depth case study can be an excellent way of gaining a detailed understanding of a situation. It can be based on analysis of documentation, interviews or based on cases from the management literature. The downside is that it may not be possible to draw conclusions from it about other organizational situations.

	· As with other methods of research, you may need to ask permission before conducting the case study analysis.

· Make sure that you can get access to all the documentation and the people you need to consult to build up a complete picture of the case. 

· Think about how you intend to use the data right at the start.  It is easy to get sidetracked by other aspects of the case study.

	LITERATURE BASED STUDY

Although all ILPs will involve a literature review that explores the links between your project and the existing management literature, some topics are also best researched through an in-depth study of the literature.   

	· Before you start, make sure sufficient literature is available, and that it relates closely to your topic.  Otherwise you may want to consider using one of the above methods to do some original research yourself.   

· Once you have established that the literature is out there, check that you have your research questions worked out, and that you know what you are looking for.  Don’t choose an obvious angle on your topic – there is no point paraphrasing what others have written.  Aim to develop new insights or ideas from your reading, or new applications for them in the workplace.

· Be aware of author bias.  For example an article written by a lawyer is likely to stress the legal aspects of human resource management, whereas one written by a training consultant may stress training aspects.

· Finally - allow plenty of time for this type of study.  Not everything you read will prove useful for the final report and you will need time to synthesize your piles of notes and quotes into a final document. 


DATA ANALYSIS

· There are two important concepts in data analysis: 

· Validity: refers to whether you actually measured what you intended to measure.
· Reliability: refers to whether you or another researcher would be able to gather the same data again. 

· Present the data from your study of either the literature, questionnaire, survey, observations or interviews
· Reintroduce the readers your topic 

· Give results, but don’t draw conclusions
· Use quotes extensively in this section

· Are the results what you expected?  Are there any surprises?
· If you are analyzing qualitative data (e.g. from in-depth interviews or case studies), look for common themes running through your data.  Do respondents keep referring to particular incidents or issues? Look for quotes that highlight key points you want to make in your report.
· Look for significant differences.  For example are managers at one site more positive about their jobs than at another?  Ask yourself why that might be the case.  Is there anything else in your data that might help answer that?
· Consider how to present your results – would a bar chart, histogram, pie chart, or a table help to highlight your findings?
· Did the findings from your research method confirm your original hypothesis?

· Are your findings in line with what other researchers have found?

· Discuss the implications of your study.

· Reassess your methodology.  Are there things you would do differently if you were repeating the research?
CONCLUSION


· Summarize your findings from the study.  
· Do the results from your research confirm your argument?

· What surprised you most about your finding?

· What did you find that you did not expect to find from your study?
· What other issues do your findings make you aware of?
· Note any limitations in the research methodology. 
· Summarize the implications for management.  
· If you were to conduct this research again, what would you do differently?
· What changes do you recommend as a result of your research? 
STATEMENT OF LEARNING
· Describe what you have learned throughout this process.
· What new skills did you walk away with at the end of your study? For example, you may have developed new skills in research, gained in-depth knowledge of a subject, or new insights in how to deal with certain types of problems.
REFERENCE LIST
· List all articles and books cited in the main text. Remember to use APA format. (See how to create a Reference List using EBSCOHost and RefWorks in the Handout section of the webpage).
APPENDICES
· Provide examples of questionnaires, relevant documentation, company policies etc.
RESUME

· Include a copy of your current resume. Monster.com is available in MyCC and has a template for electronic resumes.   Microsoft word also provides a template for resumes.

COMPLETING THE ILP

· Your Seminar Leader will return your draft ILP to you with detailed feedback. You will be expected to prepare further draft(s) following all the recommendations made, and meet the deadline for final submission. 
· Remember to do a final spelling and grammar check.
· Please consult with your Seminar Leader on the writing support available in the Writing Lab and online with Smartthinking
WORKSHEET FOR PREPARING CITATIONS

(for every book, article, or online document that you gather for writing your ILP, fill out this form as completely as you can)

BOOK

Author(s) or Editor(s) name(s) __________________________________________________

Title _______________________________________________________________________

Date _______________ City & State Where Published _______________________________

Publisher ___________________________________________________________________

For an article in an anthology (a book with a lot of articles by different authors in it), you will also need:

Title of Article _______________________________________________________________

Name(s) of Author(s) of Article _________________________________________________

First Page # _______ Last Page # _______ Publication Date of Article (if given) __________

ARTICLE IN A MAGAZINE, NEWSPAPER, OR JOURNAL

Author(s) Name(s) ___________________________________________________________

Title of Article _______________________________________________________________

Name of Periodical ___________________________________________________________

First Page # _______ Last Page # _______ Date of Publication ________________________

Volume Number _________________________ Issue Number ________________________

For an online article or document, you will also need:

URL Address ________________________________________________________________

Copyright Date ______________ Date Article was Retrieved form Internet _______________

Name of Database (if any) ______________________________________________________

Letter of Informed Consent

Address:____________________________________



_____________________________________

Date:

_____________________________________
Dear

_____________
I am seeking your assistance in my Independent Learning Project at Cambridge College. 

Purpose of the Project:




































Your Participation
Your participation will involve… 

Your participation in this study is voluntary. 

Risks and Benefits to Participants

In this research, there are no foreseeable risks to you. I will make every effort to guarantee the confidentiality of the information you provide.

Benefits…
If you have any questions or concerns, please contact my Independent Learning Project advisor Professor ________________ at Cambridge College: (_____) ______-________

Your input is valuable to my Independent Learning Project. Kindly sign the statement below. Thank you for your participation. 

Sincerely,
              

____________________________

Statement of Consent

I have read and understand the conditions under which I will participate in this study. I give my consent to be a participant.

Name: ______________________________________________ Date: ​​​​​​​​​​​​​​​​​​​​___________________

Feasibility Plan
Customer Survey

Prepare a questionnaire to survey at potential customers to determine the level of interest in the product or service. What do they purchase now and how do they decide what to buy? Are they satisfied with the current offering in the marketplace? What product/service features are desired? How much would they be willing to pay (need to be careful how you phrase this question)? Etc.

Q1. 

Q2. 

Q3. 

Q4.

Q5.

Q6.

Etc.

Everyone Can Find Management and Business Information

Do You Need Scholarly Articles on Management

Topics?

The Cambridge College Online Library provides thousands of full-text scholarly articles

in this area.

o Go to www.cambridgecollege.edu/library/

o Follow the instructions to sign in

o Click eglobalSearch for a quick search of some of our databases

o For a more thorough search, click Research Databases to search EBSCOhost.

On the “Choose Databases” page, check Academic Search Premier, Business

Source Premier, Newspaper Source, and Regional Business News

Cambridge College Online Library provides resources and instruction for researching

many topics in management and business. Go to the Research Guides area, select

the Business Research Guide, and look at the many choices, including e-commerce,

business ethics, negotiation and conflict management, marketing, global management,

human resources management.

Although not from scholarly journals, useful information can be found at:

Note: websites can change and disappear at any time!

Free Management Library at http://www.managementhelp.org/

Thorough, credible overviews with links and bibliographies on 675 management topics

including systems thinking, organizational change, research methods, customer service,

more.

U.S. Small Business Administration at http://www.sba.gov/library

For laws, research reports, statistics.

http://web.mel.org/viewtopic.jsp?id=713 The Michigan Electronic Library (MEL)

Business, Economics and Labor Collection contains Internet resources to support the

needs and interests of businesses, librarians.

Are You Planning a Questionaire,

Survey, Interview, or Focus Group?

http://www.managementhelp.org/

Click the Research Methods box for instructions for doing interviews, questionnaires,

surveys, focus groups, and case studies; and for analyzing results.

Writing a Business Plan or Doing Market Research?

Use These Handy Tools to Guide Your Process

http://www.virtualpet.com/industry/howto/search.htm

Click The Steps for an incredibly thorough and highly interactive site covering just

about everything you need to do (ignore all reference to Oklahoma or OSU libraries.)

http://www.inc.com Lots of resources!

Encyclopedia of Business Information Sources, Gale Research

Identifies trade associations, publications, and research institutes by industry. Look for

it in the Reference section of many libraries.

Do You Need Numbers?

Find Statistics and Demographics Here

U.S. Census Bureau at http://www.census.gov

Click Business for various statistics.

U.S. Small Business Administration at http://www.sba.gov

Click Starting Your Business, then click Do Your Research for statistics.

Want to Learn Business Research or Marketing Skills?

Try These Interactive Tutorials

In our Cambridge College Online Library at www.cambridgecollege.edu/library/

Click Online Tutorials and then choose Business Research 101

http://www.lowe.org Click Building and Inspiring an Organization for self-paced, how-to

modules on many business topics

http://www.americanexpress.com/homepage/smallbusiness.shtml

Click Inform for business plan help and more.

http://www.morebusiness.com/templates_worksheets/bplans/ for business plan and

marketing tutorials and templates.

Do You Need To Do Market Research or Find An

Expert? Try These Trade Association Sites

Also check out the competition, find periodicals, identify conferences, and more. Try all

these sites as each has a different list of online association links, but also go to almost

any library and look in the Encyclopedia of Associations for a thorough search of all

associations, not just those that have websites.

Http://www.ipl.org/ref/AON

Search engine for associations on the internet.

Would You Like to Find a Magazine

On Your Topic or Industry?

http://www.publist.com

Lists 150,000 periodicals. Search by words that might be in the title, or under Browse

Periodicals by Subject click Business and Economics for lists on Management, Small

Business, Marketing/General, and Human Resources and Personnel Management.

Do You Need a List of Books to Expand Your Research?

http://www.amazon.com or http://www.bn.com

Easy search tools for good lists and excerpts of current books. Many may be available

at a local library. If you need to buy a book, please buy from your local independent

bookseller, or buy a less expensive copy online from an independent bookseller at

http://www.bookfinder.com

Are You Researching an International or Import-Export Business?

http://www.inc.com/articles_by_topic/global

Articles from Inc. magazine
http://www.virtualpet.com/industry/howto/search.htm

Click The Steps, then choose #16 The International Market.

U.S. Census Bureau at http://www.census.gov

In Business, click Foreign Trade for U.S. government statistics.

http://www.ecnext.com/commercial/channelreferral/imr.shtml

International Market Research Mall provides market research reports for a fee.

Do You Want to Be a Better Business Researcher?

In http://www.amazon.com “Business research online” to see current books.

If you can’t find what you need or you need more, ask yourself:

Who would care about this topic?

Where would they publish what they know?
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Get Started to Research

International Management and Business

In the Cambridge College Online Library (CCOL):

• both the Wilson Select Plus and EBSCOHost databases have hundreds of managementperiodicals with hundreds of thousands of articles in full-text.

• In EBSCOHost, be sure to check “Business Search Premier” and other relevant databases from the Choose Databases page.

• Click “Research Guides” from the main menu of CCOL provide basic information about

searching in many management topic areas, including some guides by country. You will NOT find full-text articles in the Research Guides. Full-text articles are found in the Research Databases: EBSCOhost and Wilson Select Plus.

Recommended Websites

See the following handouts on our website at http://www.cambridgecollege.edu/library/research.cfm

• Everyone Can Do Management and Business Research at the Kirstein Business Branch of the

Boston Public Library

• Everyone Can Find Management and Business Information

Free Pint is a newsletter from the UK for information researchers. It contains thorough articles on how to do web research in many subject areas, including how to business research on specific countries. It is free to use. You will probably be asked to sign up to enter most of its resources. 
The free newsletter is excellent. http://www.freepint.com/
Other highly recommended websites for international business research:

http://www.inc.com/articles_by_topic/global

Articles from Inc. magazine on global business issues

http://www.virtualpet.com/industry/howto/search.htm

Click The Steps, then choose #16 The International Market.

U.S. Census Bureau at http://www.census.gov

In Business, click Foreign Trade for U.S. government statistics.

http://www.ecnext.com/commercial/channelreferral/imr.shtml

International Market Research Mall provides market research reports for a fee.
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Everyone Can Do Management and Business Research

at the Kirstein Business Branch

of the Boston Public Library

· Kirstein Business Branch is a specialized business reference and research service of the

· Boston Public Library located in a separate building near Boston's financial district. It includes a large collection of books, periodicals, databases, and other materials for research in all management and business areas.

· As part of the Boston Public Library, Kirstein Library is open to the public. You do not need a special card, but bring identification such as your local library card. You cannot take books out.

· The hours of the library are Monday to Thursday 8-5, Friday & Saturday 9-5.

· Public tours of the library are offered the first Wednesday of every month at 9:30 am. Space is limited and registration is REQUIRED by phone (617-523-0860) or in person. Tours include a guided walkthrough of each floor by our librarians and generally last about an hour.

· The library answers reference questions by telephone: While staffing and time limitations prevent our librarians from performing in depth research over the telephone, we will provide answers to reference questions which can be answered in a reasonable amount of time from sources readily available to our librarians. Other services include photocopying, printing, free downloading from databases, and limited internet access for laptops. Laptops are permitted but power outlets are limited.

· The phone number is 617-523-0860. The website, which includes detailed information about the

· collection and services, is http://www.bpl.org/research/kbb/kbbhome.htm

Where is Kirstein Library?

· The library is located at 20 City Hall Avenue, Boston, Massachusetts 02108.

· Kirstein Library is very close to Government Center subway station. Take Green Line to Government Center Station. 

· Court Street is behind you as you exit from the station. Cross to the other side of Court Street, and walk down one-half block. Turn right just after the School Committee Building onto Court Square.

· The Library is about one-half block on the left. From Park Street station: As you exit the station, walk up Tremont Street 3 blocks and take a right on School St. (at Omni Parker House Hotel). 

· Take 1st left on City Hall Ave. (between the Old City Hall & Starbucks). Library is the last building on the right. From Orange Line or Blue Line: Take Orange Line or Blue Line to State Street station. 

· If you exit at the Old State House, walk up to Washington St. and turn left onto Washington St. Walk 1 block to School St. Take right onto School St. Take 1st right onto City Hall Ave. (at Starbucks). Library is the last building on the right. 

· Or, if you exit at the Old South Meeting House, cross Washington Street and walk to School Street (Border's Books is at corner of Washington & School Streets). Walk up School St. one half block. Turn right after Starbucks, onto City Hall Avenue. The Library is the last building on the right.

· The following online databases are available for in library use at Kirstein and all other Boston Public Library locations.

Databases at Kirstein Library: 
· Some of these databases can be searched from home with a valid BPL library card, which is available to all Massachusetts residents.

· For more info about these databases, go to the Kirstein website at

· http://www.bpl.org/research/kbb/kbbhome.htm

· Periodical indexes ABI/INFORM Global and Dateline Boston Globe 1980-present Search from

· home. Business & Industry Search from home Business and Managment Practices Search from

· home General Business File ASAP Search from home. Newsbank Search from home.

· Descriptive and financial information CorpTech Investext Plus ISI Emerging markets (2nd Floor, KBB only) Mergent Online Reference USA Search from home. Selectory Online Industry / Statistics /

· Economics Sports Business Research Network Tablebase Search from home Other BPL ElectronicResources Page

· For more databases of full-text management and business articles and information, as well as a tutorial for doing business research, and Research Guides in many management areas, be sure to use the Cambridge College Online Library at http://www.cambridgecollege.edu/library
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BUSINESS PLANS

BOOKMARKS

BUSINESS PLAN EXAMPLES,  UNIVERSITY OF COLORADO

http://leeds-faculty.colorado.edu/moyes/bplan/html/sample.html
These business plans, written by Colorado State University students, provide good models for understanding the content of a business plan.  Remember, Cambridge College requires APA format for the Business Plan ILP.  Each Business Plan ILP must also include a data collection section, a data analysis section and a literature review.

MORE BUSINESS PLAN EXAMPLES 

http://leeds-faculty.colorado.edu/Moyes/html/BusPlans.htm
The University of Colorado offers additional examples of business plans written by students. .  Cambridge College requires APA format for the Business Plan ILP.  Each Business Plan ILP must also include a data collection section, a data analysis section and a literature review.

SCORE 

http://www.score.org/index.html
SCORE, a nonprofit association and resource partner with the Small Business Administration offers free and confidential online or face to face mentoring, advice, free email updates, podcasts, and other services. Cambridge College, School of Management, recommends the Small Business Administration or the SCORE Template for the ILP Business Plan.  ILP Business Plans require, a review of the literature, data collection and data analysis sections.
SMALL BUSINESS ADMINISTRATION 

http://www.sba.gov/smallbusinessplanner/plan/writeabusinessplan/SERV_ESSENTIAL.html
The U.S. Small Business Administration provides a number of resources – funding, free online courses, workshops counsel, free emails pod casts.  It is an excellent site for those creating or expanding a business. Cambridge College, School of Management, recommends the SBA business plan template or the SCORE template for Business Plan ILPs.  ILP Business Plans requreire a review of the literature, data collection and data analysis sections.

WASHINGTON UNIVERSITY- BUSINESS PLANS AND MANAGEMENT WORKING PAPERS EXAMPLES

http://www.olin.wustl.edu/library/other/wp.cfm
This site organizes working papers in business and management by school. You can review this site for current issues in management.  Some sites only offer abstracts. Others offer working papers in pdf. format. Some of these links are not current.

CASE STUDIES
BOOKMARKS

EXPERIMENT RESEARCH DESIGN

http://www.experiment-resources.com/case-study-research-design.html
This clear concise article describe the basics of case study research.
THE CASE STUDY AS A RESEARCH METHODOLOGY – UNIVERSITY OF TEXAS

http://www.gslis.utexas.edu/~ssoy/usesusers/l391d1b.htm
Thisrticles summarizes the basic of case study research and offers examples of management case study research questions.

FEASIBILITY STUDIES
BOOKMARKS

FEASIBILITY STUDIES

http://leeds-faculty.colorado.edu/moyes/bplan/html/how_to.html
This Colorado State site offers excellent advice on the preparation of a feasibility study  and the preparation of a  business plan.  Remember, Cambridge College requires APA format for the ILP.  Each ILP must also include a data collection section, a data analysis section and a literature review.

GARAGE STREET

www.garage.com
Garage Street offers seed stage and early stage funding for start up businesses.  The links at this site also provide additional resources for entrepreneurs


BUSINESS PLANS 
HANDOUTS
GENERATING IDEAS FOR A BUSINESS 

http://leeds-faculty.colorado.edu/Moyes/html/resourses/Idea%20Exercise.pdf 

This handout  from the University of Colorado tdescribes how to generate ideas for a business.  It also provides a good example of a MBA graduate project.



 FEASIBILITY STUDIES

HANDOUTS
FEASIBILITY STUDY EXAMPLE – UNIVERSITY OF COLORADO BOULDER

http://leeds-faculty.colorado.edu/Moyes/html/documents/FeasibilityPlan2007.pdf
This handout describes the basic elements of a feasibility study.

.
ONLINE TUTORIALS

APA TUTORIAL -HARVARD GRADUATE SCHOOL OF EDUCATION

http://gseacademic.harvard.edu/~instruct/articulate/APA/player.html
This tutorial supplies a clear guide to APA style. Tutorial is presented  with narration, powerpoints, and includes an excellent discussion on electronic formatting. A a post assessment on APA style is also availab.e
APA TUTORIAL – UNIVERSITY OF SOUTHERN MISSISSIPPI

http://lib.usm.edu/legacy/tutorials/apatutorial/tutorialindex.html
This APA tutorial is in print and very useful.

CAMBRIDGE COLLEGE ONLINE LIBRARY TUTORIALS

http://www.egloballibrary.com/egl/html/institutes/81/homepage/tutorials.html
The Cambridge College Online Library offers tutorials in Business Research; Research Papers; Libraries 101, EGlobal, Libraries, and an Informational Literacy Tutorial.
DESIGNING CHARTS & GRAPHS

http://bcs.bedfordstmartins.com/techcomm8e/tutorials/chartsgraphs/index.html
Bedford St. Martin’s press supplies a free tutorial on designing charts and graphs.

RESEARCH METHODS TUTORIAL

http://www.camden.rutgers.edu/dept-pages/sociology/main.htm
This tutorial from Rutgers University can further strength your research skills.
STATISTICAL REFRESHER TUTORIAL 
http://cne.gmu.edu/modules/dau/stat
George Mason design this refresher on statistics. It might be useful to those of you conducting surveys.
SURVEYS AND QUESTIONNAIRES  TUTORIAL

http://www.statpac.com/surveys/
A free online tutorial on surveys and questionnaires designed by StatPac.



GENERAL BOOKMARKS
BUSINESS ACADEMIC WRITING

UNIVERSITY OF AUCKLAND

http://www.library.auckland.ac.nz/subjects/bus/topicguides/business_writing.htm
This one stop site covers virtually very area of business writing and research

CENTER FOR GENDER IN ORGANIZATIONS  - SIMMONS COLLEGE

CENTER FOR GENDER IN ORGANIZATIONS

http://www.simmons.edu/som/cgo/index.shtml
This center is located at Simmons College. It focuses on the affect of gender on work and work practices.  Its central focus is Leadership, Gender Equity & Change, and Working with Differences: Diversity.



FINDING TOPICS FOR YOUR ILP

OLD DOMINION UNIVERSITY IDEA GENERATOR
http://www.lib.odu.edu/libassist/idea/index.php
If you are really stuck about finding atopic for your ILP, click on Business and Economics at this site for a listing of possible topics for your ILP

UNIVERSITY OF WISCONSIN

http://www.uwc.ucf.edu/Writing%20Resources/Handouts/research_topics.htm
The topics at the site are wide ranging and offer ideas in the form of research questions. The Advertising and Marking Section, may be most useful.
MANAGEMENT NEWSLETTERS, PODCASTS AND EMAIL UPDATES - FREE

AMERICAN MANAGEMENT ASSOCIATION (AMA)

http://www.amanet.org/free_resources.htm
AMA makes available a wealth of free resources including a Thinkers series, a newsletter. Other free resources include reports, research, surveys, webcast of recent events and an online library.  

AMERICAN SOCIETY FOR TRAINING AND DEVELOPMENT (ASTD)

http://www.astd.org/content/research/doYourOwn/freeReadingList/EXECUTIVE SUMMARY
The American Society for Training and Development is the premiere professional site for training and management development specialist supplies a free reading list. 
THE GREAT AMERICAN BUSINESS LEADERS DATABASE

http://www.hbs.edu/leadership/database/index.html
The Great American Business Leaders database discusses” great” leaders in business.  Created by the Harvard Business School, leaders are organized by ethnicity, gender, education
HARVARD WORKING KNOWLEDGE NEWSLETTER 

http://hbswk.hbs.edu/
The free Harvard Business School Working Knowledge Newsletter summarizes current cutting edge research in management.  Information is organized by subject area including leadership, general management, organizational behavior, health care and other management topics.
HARVARD BUSINESS SCHOOL RESOURCE CENTER
http://www.harvardbusiness.org
The Harvard Business School Resource Center offers free (requires registration):  podcasts (via I tunes),; streaming video; commentary, by thought leaders in most management disciplines; and management blogs. This source offers free emails updates –  The Management Minute, provides daily email management advice; The Hot List discusses breaking news on such topics as: leadership, human resources, negotiation, general business and health care management.  You may also sign up for free email updates on topics in your specific area of interest 
WHARTON SCHOOL OF BUSINESS
http://knowledge.wharton.upenn.edu/article.cfm?articleid=1840
Wharton supplies free knowledge on a wide range of management topics include leadership. Health economics. Human resources and managing technology.


GLOBAL RESOURCES –CHARTS, GRAPHS, STATISTICS

A list of sites that offer multilingual global information on a number of subjects, including business and management These sites offer charts, graphs, information  statistics and research data on national and global management topics. analyses. New features and data are added monthly. Most are multilingual.
ANEKI
http://aneki.com/
Aneki, details comparative statistics by world regions on economic, social, technological, environmental, academic and miscellaneous subject areas on all world regions.

BABEL FISH
http://babelfish.yahoo.com/
Babel Fish provides free online translation web pages other content into a number languages.  Remember you must write your ILP in English. Dictionaries and Translators are available on the home page and the CCOL Ebrary translates some books into various languages. 

BACKGROUND NOTES ON COUNTRIES OF THE WORLD

 http://www.state.gov/r/pa/ei/bgn/ 

Concise (two to three page) guides prepared by the State Department on a number of countries  

CATALYST

http://catalyst.org/browse/0/0/0/14/0
Catalyst. Org offers free global statistics on women, workplace participation and work/family issues..
Export.gov 
http://export.gov/ 
Prepared by U.S. embassies and various government agencies, export.gov is a one-stop-shop for information about exporting, including basics, market research information, country trade reports, trade events and much more. 

FAOSTAT Statistics Database
http://faostat.fao.org/default.aspx
 "FAOSTAT is an on-line and multilingual database currently containing over 1 million time-series records covering international statistics in the following areas: production, trade, food balance sheets, food aid shipments, fertilizer and pesticides, land use and irrigation, forest products, fishery products, population, and agricultural machinery." 

GLOBALEDGE

http://globaledge.msu.edu 
This site provides worldwide business information, including methods of comparing country data, country background information, an annual compilation of market potential indicators, breaking news of interest to the business community, and a glossary of international business terms. The site was created by the Center for Business Education and Research at Michigan State University.
INFONATION 

http://www.un.org/Pubs/CyberSchoolBus/infonation/e_infonation.htm
"InfoNation is an easy-to-use, two-step database that allows you to view and compare the most up-to-date statistical data for the Member States of the United Nations. In the first menu, you can select up to seven countries.  Then, you can proceed to the data menu where you will be able to select statistics and other data fields."

NATION MASTER
http://www.nationmaster.com
This website compiles statistical information from reliable sources such as the CIA World Fact Book, the World Health Organization, and UNESCO. Using a series of drop down menus, you can create graphs and tables to create your choice of statistical analyses. New features and data are added monthly. 

OECD

http://www.oecd.org/
The OECD website compiles comparable statistics, and economic and social data; and monitors trends, in economic developments and researches social changes  trade, environment, agriculture, technology, taxation and more.

VIRTUAL INTERNATIONAL BUSINESS AND ECONOMICS SOURCES (VIBES)          http://libweb.uncc.edu/ref_bus/vibehome.htm
Provides statistics, articles, and research reports on international business plus links to other English language international business sites.  A service of the J. Murrey Atkins Library, University of North Carolina, Charlotte.

HOW TO FIND SEARCH TERMS, PROFESSIONAL ASSOCIATIONS AND OTHER USEFUL INFORMATION FOR YOUR ILP

EGobal Research Guides 

1. Go to:  www.cambridgecollege.edu
2. Click on MyCC/Register for Classes (yellow box in middle of the page)

3. Enter your user name

4. Enter your password

5. Click on Academics

6. Click on Online Library (in left  menu)

7. Click on Online Library (in center page) – This takes to to the Cambridge College Online Library (CCOL)

8. Click on Subject Area Help ( in left or center menu)
9. Click on sub menu EGobal Research Guides (in left or center menu )

10. Click on Business

11. Click on the section  that best describes your area of focus, for example E-Commerce; Human Resource Management

12. Click on Search Strategy for search terms

13. Click on Books for books relevant to your topic

14. Click  on Periodicals for journals or other publications related to your topic

15. Click on Associations for professional organizations related to your topic 

16. Click on Government Resources for information about your topic from the federal government

17. Click on Internet Resources for Gateways and General  websites about your topic

EGlobal Program Resources

1. Go to:  www.cambridgecollege.edu
2. Click on MyCC/Register for Classes (yellow box in middle of the page)

3. Enter your user name

4. Enter your password

5. Click on Academics

6. Click on Online Library (in left  menu) 
7. Click on Online Library (in center page) – This takes to to the Cambridge College Online Library (CCOL)

8. Click on  Subject Area Help  (in left or center menu)
9. Click on sub menu - EGobal Program Resources (in left or center menu)

10. Click on Business & Law
11. Click on the section  that best describes your area of focus for example:  Business Administration, Business Communication,  Business Ethics,  Company Information, etc.
12. Click on Search Strategy for search terms

13. Click on Books for books relevant to your topic

14. Click  on Periodicals for journals or other publications related to your topic

15. Click on Associations for professional organizations related to your topic 

16. Click on Government Resources for information about your topic from the federal government

17. Click on Internet Resources for Gateways and General  websites about your topic



How to create an APA reference List Using EBSCOhost and RefWorks.

Creating a Reference List Using EbscoHost and RefWorks

1. Click on MyCC/Register for Classes (yellow box in middle of the page)

2. Enter your user name

3. Enter your password

4. Click on Academics

5. Click on Online Library (in left  menu) 
6. Click on Online Library again (in center page) – This takes you to to the Cambridge College Online Library (CCOL)

7. Click on Find Articles this takes you to a new page

8. On this page make sure you select Business Source Premiere and Academic  Source Premiere
9. Click Continue – this takes you to a new page

10. Click Sign In  I am a new user (top menu)

11. Follow the directions and create a user name and password

12. Sign in with your new user name and password

13. Click  Basic Search Top Menu

14. In the Find Box enter your search term (note, you may use the search terms that you found in the previous assignment; but make sure you chose a term that closely describes your topic - a number of articles matching your search term will appear
15. Select at least twenty promising articles by clicking on the Folder/Add Icon – I strongly recommend choosing only articles available in CCOL – these items are marked PDF Full Text or HTML
16. Click on Folder has items  (upper  right page) this takes you to a new page

17. Click Select all (note you can also deselect items)

18. Click Export

19. Select Direct Export to RefWorks at the bottom of the page
20. Then in Left menu click Save (make sure you do not select Remove)

21. Clicking Save with take you to the RefWorks Login Center

22. Enter Cambridge College group code:  RWCambridgeC

23. Click go to Login

24. Click New to RefWorks – Sign up for an Individual Account

25. Login with your user name and password

26. Click  Last Imported Folder

27. Click Bibliography

28. Chose Output Style – APA

29. Chose Format a Bibliography from  a list of reference (top menu)

30. Chose Create Bibliography

31. Email your Reference list to  yourself  

32. Forward a copy to me:  Shirley.Harrell@cambridgecollege.edu

33. Note the reference list will be formatted and ready for inclusion in your ILP; it may also have articles in html format attached

	

	

	FURTHER READING

	Gummesson, E. (1999). Qualitative methods in management research. Sage.

Lester, J. (2006). Writing research papers: A complete guide. 12th Edition. Longman.

Sommer B. and Sommer R. (2001). A practical guide to behavior research. Tools and techniques. 5th Edition. Oxford University Press.

Strunk, W. and White, E.B. (2000). The elements of style. 4th Edition. Prentice Hall.

SparkNotes Ultimate Style (2006). How to write a research paper. Barnes and Noble Books. 




	LIBRARY RESOURCES

	The Mildred F. Sawyer Library (if at facility, show Cambridge College student ID card)
	8 Ashburton Place, Boston

(617) 573-8535

http://www.suffolk.edu/admin/sawlib/sawyer.htm 

	The Boston Public Library (BPL)
	666 Boylston Street, Boston

(617) 536-5400

http://www.bpl.org 

	Kirstein Business Branch of (BPL) Government Center, Boston
	For Information go to URL:

http://www.cambridgecollege.edu/student/research.cfm
Scroll to link “Everyone Can Do Management and Business Research at the Kirstein Business Branch of the Boston Public Library”

	DATABASES & ON-LINE RESEARCH

	For Instructions on researching and writing and other library resources
	www.cambridgecollege.edu/student/research.cfm

	Cambridge College Computer Lab (ask a staff member for help when using these for the first time)
	Contains thousands of articles from newspapers & professional journals

· Electric Library

· OCLC First Search

· Proquest

	Writing Tutors 
	1000 Massachusetts Avenue Room 314 

(617) 873-0185
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Independent Learning Project Evaluation Criteria

	Student Name:____________________________​​​​​​​​​​​​​______________

Title of ILP_____________________________________________

                  
	Excellent
	Good
	Fair
	Needs more work



	1.   Audience Awareness

a) Identification of constituencies

b) Appropriateness for audience
	

	
	
	
	
	

	
	
	
	
	

	2.  Content

a) Breadth and depth of coverage of topic

b) Knowledge of diverse perspectives

c) Evidence of critical thinking

d) Evidence of creative thinking

e) Organization of ideas
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	3.  Process of the ILP
a) Timely completion of components
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c) Evidence of participation in learning process
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	4. Presentation 

a) Mechanics (spelling, format)
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c) Meets requirements of ILP (abstract, reference list) 

d) Consistency and accuracy of reference format
	

	e) 
	
	
	
	

	f) 
	
	
	
	

	g) 
	
	
	
	

	h) 
	
	
	
	

	5.  Literature
a) Knowledge of relevant resources

b) Analysis of literature / research

c) Synthesis of literature / research

d) Appropriate documentation and acknowledgement of resources
	

	e) 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	6.  Data collection (if applicable)

a) Research design

b) Methodology for data collection

c) Analysis of results

d) Discussion of results

e) Acknowledgement of limitation of study
	

	f) 
	
	
	
	

	g) 
	
	
	
	

	h) 
	
	
	
	

	i) 
	
	
	
	

	j) 
	
	
	
	

	7. General
a) Usefulness to student’s career

b) Usefulness to the field

c) Integration of theory & practice
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	8. Overall evaluation
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TIP!	Find some books or articles about your topic and identify some key themes and concepts. How have other writers approached this topic? Think about why you are particularly interested in this topic and what you hope to gain from researching and writing the ILP.








TIP!	For help with writing skills at any stage in the process, please contact the Writing Lab (800) 877-4723 Extension 1185 for an appointment.  This service is free to students!








TIP!	The abstract is best written after the ILP is completed. 





TIP!	Start using APA format for early drafts of the ILP. It is good practice and will get easier as you go along. Always save your work. 





TIP!	Keep careful records of books and articles you read for when it comes time for you to produce the reference list for your ILP. Use the Worksheet for Preparing Citations on page ##.








TIP!	Internet Research is also acceptable, but be careful to check whether the source of your information is credible. To avoid being accused of plagiarism, you must cite all quotations, summaries, paraphrasing. You must also cite any facts or ideas that are not commonly known. If you didn’t write it, you must cite it.








TIP!	Faculty members expect that all written materials you submit (ILP proposals, drafts, and final copies) are carefully edited for grammar and spelling errors.
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