MEMORANDUM

DATE: 
March 13, 2012

TO: 
Professor <Insert Name>
FROM: 
<Insert Name>
SUBJECT: 
SSIE Departmental Report Writing Guidelines
Professor <Insert Name>:

The attached report has been prepared for undergraduate and graduate students from the Systems Science and Industrial Engineering Department to provide a set of guidelines to ensure consistent and professional-looking ISE and/or SSIE student reports.  

This report provides insights for report writing and may also be used as a template by the student for his/her next report.

If you have any questions or concerns following your review of this report, please let me know.

Thank you.

Systems science and Industrial engineering departmental standards for written reports

[Student Name]

March 13, 2012

Submitted in partial fulfillment of the requirement of 
[Course No] [Course Name]
 SPRING Semester, 2012
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1. INTRODUCTION
Each organization has its own standards for technical reports. In addition, each professional society or technical journal will have its own standards for publications. While details of publications differ among companies, professional societies, and publishers, there are broad principles that are common to all of them. This document outlines the standards established by the SSIE faculty for student reports submitted in connection with coursework in the Systems Science and Industrial Engineering Department (SSIE) at the State University of New York at Binghamton. The student should follow these guidelines unless the course instructor provides specific instructions otherwise. In all cases, the course instructor’s directions supercede this document.

This template attempts to address the specific details of report writing, so that the structure and format of all reports will adhere to the same general principles, which, in turn, will make the course instructor’s evaluation easier. While these standards are for submission of reports for SSIE classes, for the graduate student working on a thesis or dissertation, please refer to the instructions given by the graduate school: http://www2.binghamton.edu/grad-school/manual/thesis-dissertation.html
2. THE AUDIENCE

In most cases the reader of your report will be your instructor. There may be times that the audience would be changed.   In some cases, the audience may be another faculty member or fellow student(s). The writer would normally assume that the reader’s background is adequate for understanding what is to be described, but should not assume that the reader knows each and every acronym and all of the particular jargon pertaining to the subject at hand.

3. FORMAT FOR THE REPORT
Here are the general format requirements for the report:

· 8 ½ x 11 inch (letter size) white paper, no holes or lines,
· Stapled at top-left corner. Do not use plastic covers,
· High quality printed, single sided, single-spaced, 

· High quality lettering (light printing will be returned),
· Unless specified, use Times New Roman (TNR), font size 12, double justified,
· One-inch left hand margin,
· One-inch right hand margin,
· One-inch top and bottom margin,
· Do not indent the first line of paragraph. Insert a space between paragraphs,
· Mathematical expressions should be typed,
· No pencil may be used anywhere in the report, and
· Use bullet and ¼ inch indentation for list items.
Number all pages in the main body of the report at bottom-center (1/2 inch from the bottom margin). Page 1 starts at the main body of the report (see Section 6. Report Contents). Use Roman Numerals (i, ii, iii…) to number all the pages before the main body of the report.
4. FORMAT FOR FIGURES

Figures should use the following guidelines:

· Numbered consecutively and captioned at the bottom of the figure,
· Should always appear after their first mention in the report,,
· Should always be referred to in sequence,
· Should use the numbering scheme:  Figure x.y: where “x” represents the section number and “y” represents the number of the figure in that particular section.  E.g., the 3 figure in Section 4 should be “Figure 4.3:”,

· Captions should use TNR font size 10,
· Insert as portrait or landscape, see Figure 4.1: and Figure 4.2: for example,
· Integrate into the report as closely as possible to where it is referred to in the text,
· All figures must be used in the text, i.e., if not referred to, do not include it, and
· Large figures should be fit-to-size and legible.
An example for figures is found in Figure 4.1:


[image: image1]
Figure 4.1: Small-Scale Test Case Results
5. FORMAT FOR TABLES

Tables should use the following guidelines:
· Numbered consecutively (using a number scheme similar to tables) and captioned at the top of the table,
· Treated the same way as figures,
· Must be typed, and
· If reduced in size, be sure table is legible (no less than font size 8).
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Figure 4.2: SSIE Department Research Areas
6. REPORT CONTENTS

A report may consist of the following contents:
· Cover Page

· Preface 
(Optional)
· Abstract
(Optional)
· Table of Contents 
(must include page numbers)
· List of Figures
(Optional)
· List of Tables
(Optional)
· Body of Report

1. Introduction

2. Methodology
3. Data Collection
(these sections will be different for each project)
4. Analysis

5. Summary

6. Conclusions

7. Recommendations

· References/Citations
· Appendices
(Optional)
7. ELABORATION OF CONTENTS
In this section, guidelines are provided for the report contents.
7.1 Cover Page

The Cover Page of this Guide provides an example for the cover page in a report.
· Use Times New Roman, size 14 for title, size 12 for the others,
· Title: Upper Case Letters Centered, 2 inches from the top, bold,
· Author: 2 inches below title, centered,
· Date: 5 spaces below Author, centered,
· Approximately 2/3 from the top, statement such as “Submitted in partial fulfillment of the requirements of ISE XXX or SSIE XXX in the _______ Semester, 20XX.”

· Bottom of page should have the following centered:

“Systems Science & Industrial Engineering Department
T.J. Watson School of Engineering and Applied Science
State University of New York at Binghamton”

7.2 Preface

General statement as to when the work was done, where it was done, sponsorship if any, acknowledgments, etc.

7.3 Abstract
The abstract should be less than 100 words. What you did, what you found out, why you did the study, etc. After reading the abstract, the reader should know all the significant findings of your effort.

7.4 Tables of Contents
All major headings must be listed in the Table of Contents. The format should be similar to the “Table of Contents” in Page i of this Guide. If you use Microsoft Word, the Table of Contents can be automatically generated.
7.5 List of Figures

The format should be similar to the following. Please note that MS Word can generates this.
LIST OF FIGURES
Figure 1.1: Block Diagram of Control System
3
Figure 1.2: Fitness-Generation Curve
12
Figure 2.1: Small-Scale Network
14
Figure 2.2: Crossover Flow Chart
17
Figure 2.3: Relation Between Search Space and Number of Sensors
18
Figure 4.1: Adjustment of Number of Sensors
18
Figure 4.2: Reduced Search Space
19
Figure 4.3: Class Diagram
19
7.6 List of Tables

The format should be similar to the List of Figures.
7.7 Body of Report

Generally, the Body of Report consists of the following items:
1. Introduction

2. Methodology
3. Data Collection
4. Analysis

5. Summary

6. Conclusions

7. Recommendations

The first section of the main report is the Introduction. This section broadly describes the subject of the report, says something about its significance, gives the background, cites related work done by others, and sketches out what is to follow such as the general approach perhaps with block diagrams. It does not review, or summarize the report’s contents in detail. In a laboratory report, the INTRODUCTION may be replaced by OBJECTIVE. However, the Objective will in most cases be shorter because some of the details mentioned above will appear in other sections. The INTRODUCTION starts on Page 1.
The next several sections may be labeled in various ways depending upon what it is they contain. For example, a progress report might just have WORK ACCOMPLISHED. On the other hand, a final report might have several selections labeled, respectively, DESIGN PRINCIPLES, THE FLOW PROCESS, THE FILTER, THE EXPERIMENT, for example. A laboratory report might contain DESIGN OF CONTROLS, LABARATORY SETUP AND PROCEDURE, and RESULTS.

The DISCUSSION (particularly in laboratory reports) should comment on the significance of the results. Did they reveal an interesting behavior of a device, circuit, or system? Did theory and practice agree? Were there anomalies in the results?


If the report is long, it may be desirable to have a summary section, labeled, of course, SUMMARY. This would be followed by CONCLUSIONS. However, one section called SUMMARY AND CONCLUSIONS may suffice. In laboratory reports, a section labeled DISCUSSION is appropriate followed by CONCLUSIONS. If the work undertaken results in recommendations, one may choose to call the final section as CONCLUSIONS AND RECOMMENDATIONS.
The SUMMARY should contain summary of the report only. No new information is presented.


CONCLUSIONS provide some judgmental statements about what it all means. One can conclude that something worked, or did not work, or did not work because of the reasons stated, or worked but would have worked better if certain conditions prevailed, or that something was proved or disproved, and so on. 

RECOMMENDATIONS are suggestions for further work, for additional things to be studied or additional paths to be followed. In progress reports it is appropriate to have the final section labeled WORK TO BE ACCOMPLISHED IN THE NEXT PERIOD.
The body of report should be formatted as follows:

· Normal Text: TNR, size 12, single space, space before and after paragraph: 12pt,
· Heading 1: TNR, size 12, bold, capitalized, space before and after: 12pt
· Heading 2: TNR, size 12, bold, space before and after: 12pt
· Heading 3: TNR, size 12, space before and after: 12pt
Subheadings should be employed. Main sections are identified by 1, 2, 3, etc., and subheadings with 1.1, 1.2, 1.3, etc. with additional subheadings by 1.1.1, 1.1.2, etc.

7.8 References/Citations
REFERENCES/CITATIONS contain information on sources used in the work being described. It should be done if the idea is presented using the source’s words or your own. General knowledge, common knowledge in your field and your own ideas or findings from your own research do not need to reference. Generally, Wikipedia is not a reliable reference source. 
A Bibliography differs from References by containing sources of information not cited in the report. A bibliography is an additional reading list for the reader. Most student papers will not have bibliographies. All of them should have references and citations, however.

Quotations should fit grammatically. Excerpts or long quotations should be set in an indented block, and are usually presented in a smaller format (font-size). The use of in-text quotations should be limited.

Paraphrasing put an author’s ideas, into your own words, usually summarizing a source or highlighting the main points. Its use is recommended over quoting. The following is an example:

· From source:


“This has led to the conclusion that, out of the US population at large, 90% watch television to excess.”
· Paraphrased:


In contradiction to this claim, it is argued that 90% of Americans watch too much television (Srihari, 2005).
If you choose to remove words from a quotation, they are replaced with 3 dots (…). For example:

· Original Quote:


"In many academic circles in America, literary translation is still considered a secondary activity, mechanical rather than creative, neither worthy of serious critical attention nor of general interest to the public“ [Srihari, 1996, p.33].

· Shortened:


"In many academic circles in America, literary translation is still considered a secondary activity . . . neither worthy of serious critical attention nor of general interest to the public" (Srihari, 1996). 
If you want to make small modifications within quotations, any changes should be noted using brackets. For example:

· Using original Quote:


Raymond (1996) argues that, “The people never knew what good food was". 

· Modified:


Raymond (1996) argues that "[t]he people [in England] never knew what good food was".
There are several citation styles to choose from which are commonly used in the engineering domain. However, it is recommended that you use either the APA Style or the Chicago Style in your reports, thesis or dissertation. As long as you are consistent and there is no other recommended citation style requested by the professor you work with, you may use either of these two styles. 

There are some links provided below from which detailed information can be gained about APA and Chicago styles. 
· APA Style:

http://www.apastyle.org
http://lib.nmsu.edu/depts/reference/documents/APATipSheet.pdf
http://con.ufl.edu/research/documents/APA6thEditionGuide.doc  

· Chicago Style:

http://www.chicagomanualofstyle.org/tools_citationguide.html 

http://bcs.bedfordstmartins.com/resdoc5e/RES5e_ch10_s1-0001.html 
Please note that for publications there are specific guidelines depending on the journal you would like to have your article published. You are encouraged to follow those specific guidelines.

The following are a few examples that use the APA style:
· Books:
Lemov, R. M. (2005). World as laboratory: Experiments with mice, mazes, and men. New York: Hill and Wang.

· Papers:

Vernon, P., Villani, V., Schermer, J., Kirilovic, S., Martin, R., Petrides, K., Cherkas, L. F. (2009). Genetic and environmental correlations between trait emotional intelligence and humor styles. Journal of Individual Differences, 30, 130-137. doi:10.1027/1614-0001.30.3.130

· Electronic and Online sources:

National Renewable Energy Laboratory. (2008). Biofuels. Retrieved May 6, 2008, from http://www.nrel.gov/learning/re_biofuels.html
· Example of in-text citation:


“Everything we do is an experience of a kind” (Kenny, 1996).

or it can also be written as:

Kenny (1996) states that, “Everything we do is an experience of a kind”.  
7.9 Appendices

Appendices contain additional information not necessary for understanding the main body of the report. Such information may be manufacturers’ data, mathematical derivations, supplementary information, conversion table, etc. The students must learn to judge what information to place in an Appendix and what information to file for potential reference. The Appendix should not be a catch-all.   Try to avoid, in the main body, having many consecutive pages with only tables or figures; in these cases, use a one (or a few) figure(s)/table(s) to demonstrate findings and move the majority to the appendix and refer the reader to that section.
8. MISCELLANEOUS POINTS

1. WHEN IS A TABLE OF CONTENTS, AN INDEX, OR A FOREWORD REQUIRED? For long reports, such as long project reports, master’s theses, and doctoral dissertations, a FOREWORD, a TABLE OF CONTENTS, and an INDEX may be appropriate. If in doubt, the course instructor should be consulted. If unusual terms are used, a GLOSSARY may be appropriate.

2. HOW LONG SHOULD A STUDENT REPORT BE? A progress report will probably be no more than a few pages. A laboratory report may be 6 to 12 pages. A formal project report will be 10 to 30 pages.

3. WHAT STYLE IS PREFFERED? A concise and terse style is preferred in technical writing. Sentences should be kept short. One-syllable words are preferable to multi-syllable ones. In describing work that was done, past tense should be used. In describing a derivation process, the present may be preferred. In describing work that is to be done, such as a proposal, the future tense may be the most appropriate. Avoid jargon unless it is specific to an industry or application area upon which the report is focused. Try to avoid the use of phrases like “I did this” or “I did that”. Only use acronyms after they have been defined.  You may notice in this  report that after “Times New Roman” was mentioned, it was followed by the acronym “(TNR)”.  On subsequent occasions, TNR was then used.  Do this for all acronyms unless they have been in the lexicon for a very long while, e.g., “radar” or “laser”.

4. GRAMMAR. Students should pay close attention to grammar. Some of the common mistakes made are the following: misplaced modifiers, confusion between adjectives and adverbs, mixed tenses, missing articles, incomplete or run-on sentences, confusion of singular and plural, and non-parallel construction in listing items.

5. SPELLING. Spelling is important. The use of a spell-checker is strongly recommended. 

6. PROOFREADING. When the paper has been drafted, it is well to let it “sit” overnight and then proofread it for errors or editing. An excellent way to discover errors in English and spelling is to read the paper aloud. It is better still to have someone else read it aloud. It is not cheating to make use of another person who is not working on the same or similar report/topic to proofread a paper.

9. MEMORANDUM 
While many of the above comments apply to all reports, it is necessary to describe the features of a memorandum report such as is used in laboratory and some other courses. It is characterized by having MEMORANDUM at the top of the page followed by DATE, TO, FROM, SUBJECT, etc. The memorandum is attached at the top of the report.
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