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Written Report



improved.

As you review your executive summary, you should make sure that these five questions are answered:
• What did you do (tested what hypothesis)?
• Why did you do it (technological significance and broader impacts)?
• How did you do it?
• What were your important results (technical and learning)?
• What, if anything, was unique about your project?



Body of the Report (start a new page)

Introduction

When the introduction section is included (technical papers, full technical reports, etc.) it is used
to identify the subject/problem, describe the purpose of the project, and outline the scope of the
project or problem being described.  It begins with general statements that capture a broad
audience and gets more and more specific.  A brief statement of how the current work is related
to prior work can be included.  The introduction should outline why the project or problem is
important and it should outline the rest of the document in some fashion. You must make sure
that the document is written for the intended audience; for example, what units are commonly
used within the discipline of your audience?

Background

When the background section is included it is used to review relevant, prior research in order to
set up the rest of the document.  A distinction should be made between the prior work and the
work being described.  The background section should also be used to describe theories or
approaches that are unfamiliar.  Limit the background discussion to the most relevant details.
Be sure to reference papers and books appropriately.  Limit the number of references to
materials that cannot be obtained easily. You must make sure that the document is written for
the intended audience. YOU MUST NOT PLAGIARIZE!!

Experimental Methods

Experimental methods should be included in enough detail that the experiments can be
reproduced by other people; the section should not, however, be written like a recipe.
Schematics should be used to help illustrate descriptions.  Relevant details about materials and
components should be included.  Unusual procedures should be explained in detail.  References
to prior/other work can be used to shorten this section; make sure that referenced materials are
easily found.  The conditions used during the experiment should also be listed (perhaps in table
format). Anything that is relevant to the interpretation of results should be mentioned in some
way. You can include the experimental procedure in recipe format but only as an appendix to
the report.

Data and Results

The data and results section includes data and calculated results that answer the questions
raised by the objectives of the investigation.  The results reported here should prepare for the
discussion and justify the conclusions of later sections of the report.  The data and results are
often presented best as graphs, but tables may also be used.  For example, if the goal of the
experiment is to determine the effect of air flow rate on a mass transfer coefficient, then a graph
of mass transfer coefficient versus air flow rate would be provided.  On the other hand, results
such as distillate compositions vs. various column operating strategies might be presented in a
table. You must make sure that the units are clearly indicated and that all variables are defined.

Calculations performed using MATHCAD, spreadsheets, etc. may be included as appendices,



but adequate commenting/variable definition must accompany programs. The results of these
calculations should be included directly in the data and results section if appropriate.

Original (raw) data are usually reported in tables in Appendices, copied from the original lab
notebook.  Calibration curves and other graphs, which do not relate directly to the discussion
and conclusions, can (and should) be reported in the Appendix.

Each graph or other figure should have a figure number and title. You must refer to the figure
and/or table within the text (otherwise the reader may not be able to understand the
implication of your figure).



Appendix also includes any other computer programs and their results not previously given.
The final page presents the nomenclature used in the report.

Computer programs, MatLab input files, Polymath input files, etc. must be listed and the
printed results should be attached to the final report.  These input files should be cut and pasted
as text into the report. When submitting reports electronically you must make sure that the
recipient can open and read your files; at The University of Akron all faculty can open Microsoft
office files. Programs, tables and graphs from other programs can be “pasted” into the report
(e.g., MATHCAD, MATLAB or VBA programs), as long as adequate commenting/variable
definitions accompany the program.

Honors Abstracts Addendum:
Your abstract (200 words maximum) is to be prepared according to the following guidelines:

In your first few sentences, define your project indicating its purpose, scope, and limits.
Then describe, as concisely and clearly as you can, what you did, what you found, and what made it
worth doing. In this part you summarize your research methods and design, your major findings and



the written part of your project (photographs, videotapes, audiotapes, manuscripts, etc.).

The final version of the title for your project should include, as appropriate to your field of study, the
subject words with which it would be located through a scholarly index.

The abstract must be perfect in spelling, punctuation, grammar, and syntax. Please type it double-
spaced and forward a copy to dgannon@uakron.edu

Type abstract in paragraph form, double-spaced, 12 point font, maximum of 200 words. Save as a


