General Report Format


Key Information, that is, the group #, the member names and ID’s  should be clearly visible on the front page and the front page should be attached to subsequent pages.

Language should be format and should not include contractions.  The word “I” or “we” should be used as sparingly as possible.  Use a typeface that is easy to read, Arial or Times New Roman are widely accepted.  Use 12pt font and at least 1-inch (2.54cm) margins on each side.  Try to avoid orphans and widows in your writing.


Figures should be

· Numbered consecutively

· Caption at the top of the table, justified left

· Table should also be justified left

Tables should be labelled on top of the figure and should be justified left.  They should also be numbered.


Pictures are nice and should be included wherever possible.  Colour is always a nice touch.  Pictures of the equipment used might be available on the University Network.   The lab technicians or TA might take digital pictures and make them available to you.


Binding of reports should be considered if the document exceeds about ten pages. It should be clean and neat. Cerlox binding is available in the Engineering copy centre and is acceptable.  Other types of similar binding are also available elsewhere.


Graphs should be easy to read.  Axes should be labelled and each graph should have a title.  These are treated as figures.  If you use Excel for your graphing, make sure that the graph is accurate before you hand it in.  Excel does not always create perfect graphs – you need to use it well.


Do not submit raw computer data, but do submit lab notes, individual peak readings, etc.  Use your judgement.  Good judgement will be rewarded, bad judgement will be penalized. Be careful with appropriate significant figures and units.

Reference work appropriately.  To do otherwise is plagiarism, a serious academic offence.
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ABSTRACT / SUMMARY

The summary does not describe the report; it is the report in miniature.  For example, do not say, “This report describes the modifications to …,”, say what the modifications are, directly.  Be specific.  The summary must include the recommendations and should answer the question, “What is the problem?’.

An abstract is more common in a research paper than in a report.  They are between 50-200 words long.  Abstracts are very similar to a summary but are highly condensed.  The abstract must include the problem, method of approach and the results.  An abstract is usually separated from a report and used in a data retrieval system.

An abstract is preferred for these reports.

TABLE OF CONTENTS

The table of contents should be easy to read, contain the location of all the pages in the report except for the title page, letter of submittal (if required), and cover page (if required).  Preliminary pages should be numbered with Roman numerals and the rest of the report should be numbered with regular numbers, starting with the introduction as page one.  Page numbers should be lower right or middle; there should be no pages numbers on the letter of submittal and the cover and title pages.  The table of contents should not be included in the table of contents.

List of Tables

This is similar to the table of contents but only contains the title and locations of tables.

List of Figures

Once again, very similar to the table of contents but only contains the title and locations of figures.  If it is aesthetically pleasing, you may include the list of tables and list of figures on the same page.

Main Body

The main of body of the report will change with each report.  There are some similar sections in each report. Sub headings in these sections will vary depending on the type of lab and what you are trying to test and analyse.

1.0 The Introduction is where you introduce the lab report.  It defines the goals, purpose and scope of the lab report.  This is the place where you talk about the history and background material related to the lab report.
2.0 Data Analysis is the section where you include the data you collected.  This is usually a number of tables in this section.  This section also often includes values that you calculated.

3.0 Data Interpretation is the section where you explain what your data means.  This section may include tables as well summarizing the data from the lab.  This section and its sub-headings will vary greatly on what data is analyzed in the lab.

4.0 Concluding Remarks are where you explain what you have found.  Keep it simple and do not include any new information.

5.0 References are the sources you have used as information in your report.  They may be your textbook [Callister and William 1997], course notes, personal communication [ Ridgeway 1999] with your Prof., TA’s or Lab Technician.  Web pages should also be referenced.

Here are some samples:

Callister, Jr,. William D,. Materials Science And Engineering An Introduction – Fourth Edition, John Wiley & Sons, Inc., 1997.

Ridgeway, T., Personal Communication, Department of Civil Engineering, University of Waterloo, 1999. E2-2345A


Appendices are used to include calculations, data, or graphs that are too large to include in your report.  There should almost always be an appendix for each Sample Calculations and for Plots and Raw Data.  Other data you have collected or graphs you have used to calculate information should also be included.

A graphic here is always nice, but not necessary.








