Report Writing (Report Format & Details)
General:

Report is to be typed, minimum one inch margin on all sides. Preferred Spacing – 1 ½. Report must be concise and precise. Good grammar, syntax, and correct spelling are required throughout the report. Every page has to be numbered including the Appendix. You may use a different numbering system for the Appendix.  Make sure that you refer to the Appendix in your main report. Use “headers” or “footers” to indicate the name of the report, date of experiment, date of submittal, etc.
Cover Page:
Use recommended format; need uniformity among all reports.

Letter of Transmittal:
Include a formal letter of transmittal to your practitioner.
Executive Summary:

Include an executive summary (abstract) of your report.

Figures & Graphs:

Figures and graphs must be of professional quality, machine generated, numbered, caption or title spelled out, and MUST be referred to in the main report; same idea for tables.

Drawings may be hand drawn provided proper drawing instruments are used! All large drawings may be either reduced to 8 ½ X 11 size or fold them nicely and keep them in a packet which is preferably attached to your report! Have a list of tables and figures attached after the Table of Contents. Attach figures and tables (landscape) in a proper way such that it can be read easily.
Symbols & Variables:

Symbols/variables – define them as they appear the first time in your report; preferably give a list of symbols & meanings after the list of tables & figures.

Computer Software:

Computer software used – give a short narrative in the Appendix – name of the program, source, etc. (Also, show it in the list of references.)
Main Report:

Try to keep the main report uncluttered.  Show one sample calculation and tabulate similar calculations. Avoid pronouns and use passive voice.
References: Use proper format.
