Project Reporting

You have carried out an extensive amount of work.  Testing of some one else's ideas, adding and modifying existing circuits, and defining the wiring, switches and meters to be used.  But, does anyone other than you know what was done?  Until the work has been documented, drawings filed, and all changes recorded the job is not complete.  In industry record keeping of your control systems may be a matter of safety. 

In the school situation reports may be the basis of judging your work for purposes of grading.   Even in industry raises, bonuses, and promotions will be based on the quality of your work.   Industry and business routinely list writing skills as an important skill for their engineering staff.  In approaching the task of writing a report many students (and graduate engineers) appear at a loss of where to begin.  Having a well defined process that can be applied to any reporting situation can give you a place to start.  The Project Report will have five parts.  Each part serves a specific purpose.

1) Cover Page

2) Purpose

3) Procedure

4) Data

5) Conclusion

The Cover Page should have the title of the project centered on the page.  No fancy pictures or drawings are necessary.  On the lower left quarter of the page should be the names of all who worked on the project.  This may be lab partners or colleagues.  If this was a solo project then no names are needed.  Under this would be your name as the author of the report.  On the right side of the bottom quarter of the page should be the date the work was done and the due date of the report.    Figure 1 is a sample of a Cover Page.  It is straight forward and "down to business".

The Purpose section should tell the reader why and what was done.  It should be at least 15 sentences and no less than 1/2 typed page.  If any theory is critical to understanding the report or conclusions it should be summarized in this section.  (Such as a short discussion of Kirchoff’s Law as it applies to this lab.)
The Procedure section should have a detailed description of what was done to solve the problem.  Wiring diagrams, parts lists, equipment used all should be here.  This section may be the largest in the report with many attachments.  Drawings, listing, etc. can be attached and referred to by figure number or as an appendix to the report.  If there are any calculations used to arrive at the design, samples or descriptions of the calculations should be included.
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Figure 1: The Report Cover Sheet

The Data section contains the items that resulted from the project or experiment.  Charts, graphs, data tables, calculations or program printouts that resulted from the execution of the procedures should be documented here.  For example you may in procedure discuss using an Excel program to find some value, here you will show the actual spreadsheet printout.
The Conclusion section is the location of the report where the results from the data section are compared to the intended purpose of the project.  Was the project successful?  Did the data agree with the anticipated purpose.  For example calculated versus measure valued in Data section may be 9%, “Is this an acceptable amount?”  There may be reference in this section to limitations or changes that may be needed.  The final sentence should be a strong conclusive statement on the project.  It is you last chance to make an impression. 

With the ready access of computers and programs like Microsoft Word, all reports should be typed.  Don't use a unique or fancy font for the report it will distract from the work.  No more that two or three fonts or two or three sizes should be seen in the total report.  For example you may want to use 14 poiint bold for the headings of each section.  With spell check, there is also no excuse for a misspelled word.   Typical type fonts that are easy to read are Times New Roman, Ariel (my favorite), or Currier.  Always use 12 point  size font for the body of the report.  Unless specified by school or company policy you can use the MSWord defaults of 1-1/4 inch on the left and right margins, with 1 inch top and bottom margins.  Use page numbers as needed in the upper left hand corner.
Review of report sections.

Purpose
As you can see here the headings are in 14 bold and the text is in 12 regular.  All done with Ariel font. Use ½ page minimum amount of text.  You may double space between each section or start each section on a new page.  Always double space between paragraphs.

Procedure

Again a long section 1 to 3 pages at least.

Data
As long as needed to cover the required data and values.

Conclusions
Again use guide lines to complete this section.  You can also use the last paragraph to discuss any concerns you personally had with the experiment.  Every where else it should be in third person.  Not I connected, but the circuit was connect as per figure…
