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After you leave this university, most of you will obtain industrial jobs in which you will be involved in a variety of projects.  Many companies have established reporting systems that will force you to record the results of your work.  In a lot of companies, however, there are no systems and no emphasis on reporting.  This is a bad thing.  The work you do is important, as are your results.  It is imperative that your co-workers are made aware of your work and that your information is available for future workers.  Do not fall into the lazy trap of non-reporting.  Make time for this activity. 

Many companies have some type of standard reporting formats that will make your life easier.  There should be a variety of report formats available to fit every situation from a simple data report to a long-term research report.  A good manager will supply you with the formats and some examples of well-written reports.  


If your company does not have any standard formats, it would be in your best interest if you developed them for yourself.  It is not that difficult to develop templates for each report.  Take the time to decide what type of information is important to include in each type of report.  On thing I would suggest you always include is an abstract.  Most people in your company are not going take the time to read your report; this is an unfortunate fact of life.  They will read an abstract.  The rest of your report will need to include all of the pertinent information related to your project.  Your report is there to inform current and future employees about your work.  It is very frustrating to try to understand a project if certain information is omitted from the report.


There is one other sad fact of life; many companies do not have good systems for storage and access of reports.  Companies need electron data storage and retrieval systems.  Too often it is nearly impossible to find the information you will need to do your job.  My advice to you when you obtain a position of authority in your future company is FIX THIS!


We are going to write two different types of reports in this class:  a longer laboratory report and a very short data report.  The latter is a document whose purpose is to relay a small amount of information such as the results of a simple test.  The longer laboratory report is used to summarize the results of a longer experiment.  This report is not meant to be a major novel nor is it to be a fortune cookie either.  I will be asking you to include pertinent information about your work but not every specific detail.  That is what notebooks are for.  I have included formats for these two reports below along with brief descriptions.

Requirements for Reports

Laboratory Report

1. Heading

2. Title

3. Abstract

4. Introduction

5. Experimental

6. Results and Discussion

7. References

Data Report

1. Heading

2. Title

3. Results and Discussion

General Information for Both Reports


Hopefully you will be a hard-working, conscientious employee at your future company.  You will spend long hours running trials and solving problems.  Do not negate this hard work by writing substandard reports.  Everyone of your generation should know how to use a word processor and use it well.  This includes the spell check command.  Spend the tiny amount of extra time it takes to check the formatting of your paper and make the slight changes it takes to output a professional product.  The quality of your work reflects on your profession image 

Heading


Every report needs some type of heading.  This should include such information as your name, other researcher’s names, date, report number etc.  What is placed in the heading is company related.  For this class, the following format is suggested:


Name:



Lab Partner:



Date:



Project #:


Title


Your reports need to include a title that contains enough information to convey what the report is about but not so much as to drive the reader into a coma.  Put some thought into this.  For your class reports, do not use the title given in the handout.  Be original and develop your own title.

Abstract (Laboratory Reports Only)

The American Chemical Society publishes a good description of what should be contained in an abstract.  I am going to give you their description slightly modified for our class.

1. The abstract must summarize the technical content of your paper and furnish sufficient information to allow the reader to judge whether he or she should consult the paper for all of the details.

2. The abstract must be self-contained and understandable apart from and without reference to the paper.  It can be assumed that the reader is knowledgeable in the field, but special terminology, abbreviations, and jargon should be defined.

3. The abstract can include a brief statement of why the work was done, but it should not include background or other introductory material.

4. The abstract should answer any question posed by the title.

For our class, a very short abstract is needed (3-5 sentences).  

Introduction


The introduction section is there to supply the readers with background information on the subject that you are going to discuss along with a very general statement of plans (for the paper).  Literature citations should be supplied here to support your assertions (literature references are listed at the end of the report).  Do not get carried away with the amount of background information provided.  Enough needs to be given, however, so that someone unfamiliar with your project will understand why you performed this research.  The introduction needs to contain a concise description of what you plan to investigate not a listing of your experimental procedures.  You need to include a statement that precisely states your goal in the experiment.  

Experimental

This can be a very difficult section to write.  Unlike the experimental section in your notebook, you do not want to include every single detail.  You do need to include enough information, however, that someone could repeat your work using your report as a guide.  It is all right to reference previous reports if the experimental section has been written before.  This section explains what you did not what someone should do.  Past tense please.

Results and Discussion


This is obviously the section in which you include the results of your experiments.  If possible, the results should be presented either as a table or a graph.  For this lab, it may be necessary for some of the experiments to include data from other students to prove a point.  Additionally, it is important to include individual measurements not simply the mean for multiple analyses.  With multiple analyses you should also include an error analysis.  A handout with information for determining confidence intervals is included.  Observations are also included in this section.  This is not the conclusion section so please refrain from drawing final conclusions.  You can, however, include a discussion of the results.

Conclusions


This is the section in which you pull all of your information together and make a clear conclusion.  Do not dance around the answer with multiple paragraphs of long-winded hazy statements.  If your results are not conclusive, your conclusion should state this fact.  You can use statements such as “It appears from the data that the reaction rate increases with temperature however we did not obtain enough data to prove this statistically.  Additional experiments will be run in this area.”  Obviously in this class you are not going to be running enough experiments to always obtain statistically significant results.  Therefore your conclusions need to make this clear.  In this class, you will not be graded down for incorrect conclusions if your conclusions fit your data.

References


If you have referenced an outside literature source in your introduction, you will need to include it in a reference section.  I will not give you a format to use, as there are a variety of ways to do this.  Try looking at articles in TAPPI for ideas.  

