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Abstract
Abstract should be comprehensive. It should be able to give all necessary information contained in this report. Sometimes, reader will read only this part. Thus, abstract should give a concise and clear overview of the topic being discussed and should be the main explanation of the entire report. It is genearlly written after the whole report has been completed and should be limited within 300 words. 
As it explains the work already done in this report, abstract is written in third person, passive voice, and past tense. 
The good Abstract will include 
· The overall purpose of the experiment or principal objectives.

· The problem to be studied.

· Experimental methods and materials used.

· Main results.

· Main conclusions.

· For more assistance in writing an abstract, consult your supervisor
Example of abstract

This template, is in MS Word. It provides authors with most of the formatting specifications needed for preparing their report along with general technical assistance. All standard report components have been specified for ease of use when formatting individual reports, to maintain uniformity of style throughout a reports and to provide technical assistance for authors on what to write in what part of the report. Margins, column widths, line spacing, and type styles are built-in. Examples of the type styles are provided throughout this document
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Symbol
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This part is optional.
· Must be complete and correct if present

· This list is a minefield in a report as you may have different meanings for the same symbol.
· Should be in ascending order 
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· Must be complete and correct if present
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Define abbreviations and acronyms the first time they are used in the text, even after they have been defined in the abstract. Do not use abbreviations in the title or heads unless they are unavoidable
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Chapter I : Introduction
This section provides a context for the work discussed in the report. Therefore, it: 

· gives sufficient background information to the report. 

· must answer the questions: Why was this study performed? What is the specific purpose of the study?
Example
Technical reports are written in order to present facts and conclusions about designs, experiments and other projects. It include research about technical concepts which are presented in forms text for future reference. The propose of technical is to communicate information gained through a process of research work. Therefore, the writing follows a strict sequential process to maintain uniformitiy. 
In context to the engineering workplace, readers of technical reports often includes,

· supervisors assessing progress on specific projects 
· other resarcher working in the same field to develop idea on progress in that particular area and further development

· corporate officers evaluating professional recommendations and proposals to invest in new technologies. 
Thus, it is responsibility of the author to explain the specifics of the subject of their experiment, process, or project
For good writing in engineering, 

· stay objective.

· give emphasis on the technical, scientific processes and facts. Eliminate opinions (“I think” or “I feel”). The most important information in technical reports is the steps you followed or the events that occurred; your opinions should not make their way into the text.
· remain mostly in the third person, passive voice. Doing so keeps your writing based on objective and helps you to put emphasis on processes and things, rather than on yourself as a technician or scientist. 
· use past tense and present tense appropriately. Use past tense to describe things that have already happened, and use present tense to indicate those things that are still occurring. 
· future tense is rarely used in technical reports, because reports focus mainly on work that has been completed or that is in progress.
· state clear facts precisely and avoid flowery language. For the most part, eliminate adverbs and adjectives, which can interfere with the precise, clear, and straight forward writing needed to communicate technical and scientific processes.
Writing tip: do a search for “I,” “me,” “we,” and “my” in your report. If you find those words, see if you can rework the sentences so that the emphasis is not on you, but rather on the science and technology under discussion.
1.1 Background 

Present the topic. 
· Why might it be interesting to study?. 

· Include a description of the problem and reasons for the work being done. 

· Review previous work that has been done by other scholars or community in this area and highlight their advantages and limitations/drawback. 
· On what way your work could be different, useful and interesting from other working in the same field.
1.2 Motivation 

· Why will you do it

· Who will benefit? 
· Define the scientific purpose or objective for the experiment
1.3 Problem Description

· problem to be solved (in society and in the engineering field) 
· point out your engineering problem
1.4 Objectives

To define the objective:
· What will you do?
1.5 Methodology
· How will you do it? Brief description
· Define  the experiment/work performed
1.6 Limitations

· Explain what things you are considering, not considering or assuming to make your task simple 

· You need to explain the effect of your assumption in final result in Literature review part. 
1.7 Organisation of Report

Conveniently expressed as a description of the remainder of the report in 150-300 words for each chapter
1.8 Summary
In this section write the summary of what you have written in this chapter. Try to summarise within 150-300 words

General Rules for English Usage when Writing Scientific Papers
· Tell a story.
· Keep your sentences short.
· Keep your sentences concise.
· Express one thought in each sentence.
· The third person, passive voice is required.
· Use the past tense when describing laboratory experiments you have performed.
· Use the present tense at other times.
· Remember that objects are not persons.
· Be sure that you know the meaning of the words you use.
Chapter II: Technology and Literature Survey
· Explain the technical background of the work. 
· It usually includes the mathematical equations, models, and formulae, as well as the scientific relations in its final forms, which governs the work, 
· If any derivations are required or needed to backup the work, they are detailed in the appendix and only the beginning and final relations are mentioned in this part, with reference to the appropriate section in the appendix. 
· Provide reference to the orginal source. 
2.1 Topic 1 (Defining Units)
· Use either SI (MKS) or CGS as primary units. (SI units are encouraged.) English units may be used as secondary units (in parentheses). An exception would be the use of English units as identifiers in trade, such as “3.5-inch disk drive”.

· Avoid combining SI and CGS units, such as current in amperes and magnetic field in oersteds. This often leads to confusion because equations do not balance dimensionally. If you must use mixed units, clearly state the units for each quantity that you use in an equation.

· Do not mix complete spellings and abbreviations of units: “Wb/m2” or “webers per square meter”, not “webers/m2”.  Spell out units when they appear in text: “ a few henries”, not “ a few H”.

· Use a zero before decimal points: “0.25”, not “.25”. Use “cm3”, not “cc”.
2.1.1 Sub topic 1 ( if required) 
2.2 Topic 2 ( Defining Equations)
Write equation using equation editor tools. Do not copy and paste equations as figure. Equation font should be Times New Roman and 12point.
2.2.1 Sub topic 1(Number equations consecutively)
Equation numbers, within parentheses, are to position flush right, as in (1), using a right tab stop. 
Note that the equation is centered using a center tab stop. Be sure that the symbols in your equation have been defined before or immediately following the equation. Use “Equation (1) is.”
2.2.2 Sub topic 2

Sub sub topic 1
2.3 Topic 2 ( Write References)

Always refer the work. Use reference after the sentence or paragraph in IEEE style. Just do not put reference at the end of report without doing proper citation within the report. The report will number citations consecutively within brackets [1]. References in text should be in order. Eg [1], [2], [3], [2] but not [1], [3],[2]The Add-in for citation in IEEE fro MS Word can be downloaded from. Do not try to do everything manually. Let the computer do most of the formatting work :-).

2.4 Summary

Chapter III: Methodology / Modeling / Experimental Setup ( What ever would be appropriate Topic)

This section provides details of the setup needed to carry out the research work. It could be a circuit diagram, simulation environment or a mechanical setup. 

· Give detailed information as block diagram and then describe briefly in a paragraph 
· Give the information in a step-by-step format.

· Write mainly in the passive voice. 

3.1 Topic 1 ( Some Common Mistakes)
· The word “data” is plural, not singular.

· The subscript for the permeability of vacuum µ0, and other common scientific constants, is zero with subscript formatting, not a lowercase letter “o”.

· The word alternatively is preferred to the word “alternately” (unless you really mean something that alternates).

· Be aware of the different meanings of the homophones “affect” and “effect”, “complement” and “compliment”, “discreet” and “discrete”, “principal” and “principle”.

· The prefix “non” is not a word; it should be joined to the word it modifies, usually without a hyphen.
3.2 Topic 2 (Positioning Figures and Tables)
· Justify figures and tables at center. 
· Place relevant tables and figures within the vicinity of topic where they are discussed. Avoid placing them in other chapter or topics where they are not discussed. 
· Some tables and figues may be appropriate to be placed in appendix. In such case, refer properly

3.2.1 Sub topic 1( Figures and table captions)

· Figure captions should be below the figures.

· Table heads should appear above the tables. 
· Insert figures and tables using insert caption from reference menue. 
· It is compultion to site the tables and figures in text. i.e, figures and tables should be explained properly and what information author wants to reveal form it.

· Use the abbreviation ”Table 3.1” or “Figure 3.1”, even at the beginning of a sentence. ( do not use entire lable and caption in text) when used in text. 

Table 3.1: Example of table caption ( times new roman, 10pt, centered justified)

	Table Head
	Table Column Head

	
	Table column subhead
	Subhead
	Subhead

	copy
	More table copya
	
	


· For the paragraph after table or column, use the option (add space before paragraph. 

· Every paragraph should have (add apace after paragraph except for bullets points).

· To insert figures, use tables with no boarders. Figure 3.1 has been inserted inside a table with one row and one column without boarder. It is center justified and caption is just below the figure inside the table and is justified center as well. This method is somewhat more stable than directly inserting a picture  

	[image: image2] [image: image3.jpg]



Figure 3.1: Using table without boarder to insert figures


Figure 3.2 and Figure 3.3 shows the sample of inserting two figues inside the table with one row and two column. Table is justified center. The caption is also inside the table.
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Figure 3.2: Red table
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Figure 3.3: Black table


3.2.2 Sub topic 2 ( Graphs)

Graph should be treated like figures. When showing graphs, use words rather than symbols or abbreviations when writing axis labels to avoid confusing the reader. As an example, write the quantity “Magnetization”, or “Magnetization, M”, not just “M”. If including units in the label, present them within parentheses. Do not label axes only with units. In the example, write “Magnetization (A/m)” or “Magnetization {A[m(1)]}”, not just “A/m”. Do not label axes with a ratio of quantities and units. For example, write “Temperature (K)”, not “Temperature/K”.
Sub sub topic 3 ( tips for figures and graphs)

Try to define same height for each figures. It will give uniformity. When making graph, try to maintatin same axis lable( maximum and minimum) for similar graphas. This enables the observer to make quick reference and comparision. When comparing two graphs, Put the two graphs side by side as shown in Figure 3.2 and Figure 3.3 or on top and below with same axis lable. 
3.3 Summary

Figure Labels: Use 10 point Times New Roman, bold and center justified below figure

Table Labels: Use 10 point Times New Roman, bold and center justified above figure. 
Chapter IV: Study Cases ( or Any relavent Topic such as System analysis or result and analysis)

These are part of the results sections. 
· Calculations are usually based on equations and mathematical relations which should have been mentioned earlier in the “Literature Review” section. 
· If few calculations are performed, they can be included in this section. 
· If calculations are repetitive and in large numbers, only one sample of each type should be included in this section and the rest in the appendix. 
· The results to the technical report should be analyzed, interpreted and stated clearly. 
· Numerical data should be included in graphs or tables to provide the best possible information about the real situation
· The use of figures and tables usually incorporated should have labels referenced in the text and fully explained and interpreted.
· Any errors should be discussed and explained with regards to how they occurred and how they affected the conclusion. 
· An error analysis is usually an essential part of the discussion and provides a comparison to expected results. Data presented as results should be well organized. Numerical data should be included in graphs or tables to provide the best possible information about the real situation. 
This section should answer the questions:

· What do the results clearly indicate?

· What was discovered?

· What is the significance of the results?

· Are the results fully discussed and conclusions drawn based on the knowledge gained?

· How did errors occur?

· Did any of the errors affect the conclusion of the experiment/study?

4.1 Topic 1

4.2 Summary

Chapter V: Conclusion and Future work

This section should briefly summarize the significant results of the experiment. The conclusion:

· Must answer any questions raised in the introduction regarding what was shown, discovered, verified, proved, or disproved.

· Must explain why the experiment is significant.

· Must explain the implications for your particular field of study.

· Should not include discussion of new information not already mentioned in the report.
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Useful information too lengthy to fit within the body of the paper is placed in an appendix. Typically appendices are used for long mathematical formulas and complete sets of data such as tables or figures. All appendices should be referenced within the text of the report; items in the appendices should be arranged in the order in which they are mentioned in the report itself.
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