Report Writing Basics
MET 231/MET 232/MET 330L
Memorandum Reports

Usually written to a specific person.  Memorandum reports are one to three pages.  The memorandum format follows.

Date:

To:

From:

Title:

Introduction 

Objective and expected outcome

Discussion 

Data and its analysis

Conclusions

What was concluded from the study?

References provided as footnotes
Formal Industrial Reports

Write the report for readers with a broader background then what is expected for memorandum reports.

Covering letter 

Letter of transmittal will contain details of teaming efforts.  Who in the team was in charge of the literature research and writing the introduction, which person was responsible for data reduction and preparation of data for publication, which person prepared the discussion and conclusion?  If all were not in involved in editing, state whom in the team took responsibility for proof reading and preparing the final draft.  All team members should be involved in the final review before submitting the report to the professor.

Summary 

Be concise, 200 words or less, present primary objectives, how objectives were accomplished and the most important conclusions.

Introduction

Background information developed, usually from the literature research, to acquaint reader with the problem and the purpose for carrying out the work.

Experimental Procedure

Discuss the equipment used and any relevant details.  For example, calibration of the equipment.

Experimental Results

Present the results in the appropriate from.  For example, present the data as computations, as tabulated data or in figures (photographs or graphs).

Discussion of Results

The main point of the discussion is to determine if your experimental measurements have any correlation to measurements made by others.  Are the results valid?  Why?  Were any problems encountered with the experiment design?

Conclusions

Prepare very concise statements about the experiment.  Possibilities are; what was learned, quality of the engineering data, problems with the experimental study and what improvements could be made if the experiment were repeated.

References

List reference in the order they are used in to report.  Identify in the report where references are used.

Appendices

Use an appendix for any computations or lengthy discussions that is important to the knowledge base, but would detract from the main flow of ideas in the report.

Tables

Tabulated Data 

Figures

Photographs, graphs or other artwork

Reference Examples

Place the references at the end of the written report.  There are three types of references.  There are several accepted formats.  The goal is to assure the reader can find the reference in the library.

Technical Journals

Author:  Journal, year, ser., vol., pp.

Cahn, J.W.:  Trans TMS-AIME, 1968, vol. 242, p. 166.

Books

Author: Book, edition, vol., page, Publisher, Place, Date.

Barrett, C.S.: Structure of Metals, p.25, McGraw-Hill, New York, 1954.

Private Communications

Name:  Date, Place, Address.

Kellar, J.: January, 2002, South Dakota School of Mines and Technology, 501 E. St. Joseph St., Rapid City, SD, 57701-3995.

Standard Numbering Conventions for Appendices, Tables and Figures

Appendix A, B, C, D --- (Capital letters)

Table I, II, III, IV --- (Roman numerals)

Figures 1, 2, 3, 4 --- (Numbers)

Appendix Example

The appendix title must stand-alone.  This means reference to the main report is not needed to understand what the author is demonstrating.  Consider the following.

Appendix A:  Derivation of the equation for the theoretical shear strength of a crystalline solid.  This model assumes deformation involves entire planes of atoms sliding over each other.  
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The above is excessively complicated and therefore could distract from the flow of ideas.  This appendix could be addressed from the main report as follows.  

The theoretical strength of a crystal, assuming the deformation process involves the sliding of entire planes of atoms over one another, is shown to be 
[image: image2.wmf].
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 This result is developed in Appendix A.

Table Example

Like the appendix title, the table caption must also stand-alone.  Table captions are always located above the table body.

Table I. 
Summary of ASTM E112 grain size measurement obtain from a hot-rolled steel rod.  Average results from ten independent grain size measurements.
	 
	Longitudinal Specimen 
	Transverse
	 Specimen

	 
	n
	Grain Size
	n
	Grain Size

	 
	ASTM E112
	Micron-meters
	ASTM E112
	Micron-meters

	Average
	9.93
	10.2
	10.14
	9.5

	StdDev
	0.15
	0.5
	0.09
	0.3

	Max
	10.11
	10.8
	10.29
	9.8

	Min
	9.78
	9.6
	10.07
	9


Figure Example

Figure captions must also stand-alone.  Figure captions are always located below the figure.
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Figure 1.
Hot rolled steel rod:  The left figure is from the round (longitudinal cross-section) and the right figure is from the transverse cross-section.    The arrow in the transverse specimen designates the longitudinal axis of the rod.  The dark regions in the photomicrograph are pearlite.  The white magnification bars are 50 micron-meters long on the photomicrograph.







_1071328456.unknown

_1071328486.unknown

