

University of Waterloo	Comment by Douglas Wilhelm Harder:  TP Institution
Comments are by Douglas Wilhelm Harder, LEL, and Prof. Mohamed-Yahia Dabbagh, P.Eng.
Faculty of Engineering
Department of Electrical and Computer Engineering	Comment by Douglas Wilhelm Harder: TP Division 
Title of Report	Comment by Douglas Wilhelm Harder: TP Title
Select a title that is descriptive but usually not more than two lines.
Self-study	Comment by Douglas Wilhelm Harder: TP Subtitle
Replace with a space if this is not a self-study report.
Employer Name	Comment by Douglas Wilhelm Harder: TP Employer

This is the name of your employer.
If you are writing a self-study report, leave this blank.
City, Province/State, Country	Comment by Douglas Wilhelm Harder: TP Employer Address

This is the address of your employer.
Do not include a postal or zip code.
If you are writing a self-study report, leave this blank.
[bookmark: _GoBack]Prepared by
Douglas Wilhelm Harder
20NNNNNN
dwharder@uwaterloo.ca
NX Electrical or Computer Engineering

1 July 1867	Comment by Douglas Wilhelm Harder: TP Author	Comment by Douglas Wilhelm Harder: Your uWaterloo student identification number: ensure that this number is correct	Comment by Douglas Wilhelm Harder: Your uWaterloo user (login) name	Comment by Douglas Wilhelm Harder: Your last successfully completed academic term (1A, 1B, 2A, …)	Comment by Douglas Wilhelm Harder: Your engineering program.	Comment by Douglas Wilhelm Harder: The date of the last update to the document. This must match the date in the letter of submittal.
Confidential-1	Comment by Douglas Wilhelm Harder: TP Restrictions

If there are no restrictions, leave this blank.


Your address	Comment by Douglas Wilhelm Harder: Ltr Letterhead Address

Your current address.
Your City, Province, Country
Postal Code
July 1, 1867	Comment by Douglas Wilhelm Harder: Ltr Date

This must match the date on the title page.
Vincent Gaudet, Chair
Electrical and Computer Engineering
University of Waterloo
Waterloo, Ontario
N2L 3G1	Comment by Douglas Wilhelm Harder: Ltr Recipient

The recipient’s name and address.
Dear Sir,	Comment by Douglas Wilhelm Harder: Ltr Salutation

If appropriate, change this to “Dear Madam,”. In other formal letters you may use the greeting “To whom it may concern,”.
This report, entitled “Title of Report”, was prepared as my NX Work Report for the University of Waterloo. This report is in fulfillment of the course WKRPT n01. The purpose of this report is... . It is a self-study and confidential-1 report.	Comment by Douglas Wilhelm Harder: This must match the report title on the title page.	Comment by Douglas Wilhelm Harder: Modify or delete this sentence as necessary to correctly reflect the nature of your report. It is important to include only the appropriate and correct description of your report.
This is a one- or two-sentence paragraph describing the activities and objects of your employer.
This is a one- or two-sentence paragraph describing the group or department with whom you were employed, your manager, and the objects of that group. This report was written for ... .
An acknowledgment of any assistance you received. I hereby confirm that I have received no further help other than what is mentioned above in writing this report. I also confirm this report has not been previously submitted for academic credit at this or any other academic institution.	Comment by Douglas Wilhelm Harder: This statement must be included; otherwise, the report will not be accepted.
[image: C:\Users\dwharder\Desktop\signature.jpg]Sincerely,	Comment by Douglas Wilhelm Harder: Ltr Closing
Your signature must be handwritten in pen; otherwise, the report will not be accepted.
Your name
ID 20NNNNNN	Comment by Douglas Wilhelm Harder: Your full name.	Comment by Douglas Wilhelm Harder: Ltr Signature	Comment by Douglas Wilhelm Harder: Your uWaterloo Student ID Number.
	
[bookmark: _Toc489537851]Contributions		Comment by Douglas Wilhelm Harder: Double click in both header and footer of this new section and unselect
Table and Footer Tools→Design
          →Navigation→Link to Previous
In the footer, right-click on the page number and select Page Number Format…
In this dialog, select
    Number Format: i, ii, iii, …
    Start at: iii	Comment by Douglas Wilhelm Harder: Heading 1

The contributions section is two to three pages in length. This is the only section in which you may refer to yourself in the first person through pronouns such as I/we, me/us,  myself/ourselves, mine/ours, and my/our. It is recommended that this section contains five paragraphs as described below.
This is a self-study report not related to my employment.  During my co-op work placement, I was employed at … in the position of …. The team I worked with was relatively small or large... . It falls within the X group. It consisted of N people. Throughout the work placement, I was worked on projects A, B and C. 	Comment by Douglas Wilhelm Harder: Most of you will delete this statement.  Include only if it is a self-study report.  This section must, never-the-less, be two to three pages even for a self-study report.	Comment by Douglas Wilhelm Harder: If you did not find employment during the co-op term and this is a self-study report, you may either write this section with respect to a previous work-term, or write this section with respect to your personal professional activities throughout the term.  The contributions must be two to three pages.
The team's main goal or goals were... .
My task or tasks were... . or  My task or tasks consisted of... . 
The relationship between this report and my job... .
In the broader scheme of things, ... . 


[bookmark: _Toc489537852]Summary	Comment by Douglas Wilhelm Harder: Heading 1

This is a one-page summary (strict!) which is often sometimes referred to as an executive summary emphasizing that it is the first—and often only—component of the report which may be read by either a senior manager or executive officer within the organization. The purpose of this summary is to provide a high-level one-page overview of the report which communicates its purpose and scope of the report, the major points in the report, and highlights from the conclusions and the recommendations. The summary should be written with a non-technical audience and should not contain references.  [1]
The main purpose of the report is to ….	Comment by Douglas Wilhelm Harder: Keep this as the introductory phrase of the first paragraph. In this paragraph, you will define the engineering problem or design that you are trying to solve clearly. Define the scope of the report for the reader.
The major points documented/covered in this report are ….	Comment by Douglas Wilhelm Harder: Keep this as the introductory phrase of the second paragraph. Following the outline in the previous paragraph, this paragraph can include more specific details that can draw the attention of a reader.
The major conclusions in this report are ….	Comment by Douglas Wilhelm Harder: Keep this as the introductory phrase of the third paragraph. It is recommended to include quantitative conclusions as much as possible.
The major recommendations in this report are ….	Comment by Douglas Wilhelm Harder: Keep this as the introductory phrase of the fourth paragraph. Recommendations should be specific, such as cost, needed personnel, and other precautions for the implementation of the proposed solution or solutions. Avoid superficial recommendations, such as “It is recommended to implement the proposed solution.” or “It is recommended that future co-op students read this report.”


Table of Contents
Contributions	iii
Summary	iv
List of Figures	vi
List of Tables	vii
1 Introduction	1
1.1 Subsection	1
1.2 Another Sub-section	2
1.3 A third Sub-section	2
2 Background	2
3 The Engineering Problem	2
4 Requirements, Criteria and Metrics	2
5 Possible Solutions	3
5.1 Solution 1	3
5.2 Solution 2	3
5.3 Solution 3	3
6 Engineering Analysis	3
7 Conclusions	4
8 Recommendations	5
Glossary	6
Appendix A : Title of the First Appendix	8
A.1 A Section within the Appendix	8
Appendix B : Another Appendix…	9



[bookmark: _Toc423073180][bookmark: _Toc489537853]List of Figures
Figure 1. 16-year-old white wine.	1
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Table 1. A poorly displayed table of data.	2
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[bookmark: _Toc489537855][bookmark: _Toc259646366][bookmark: _Ref259775044][bookmark: _Toc259794062][bookmark: _Ref260124914][bookmark: _Toc289765310]Introduction	Comment by Douglas Wilhelm Harder: Bdy 1 Heading
This is the introduction. This paragraph must introduce the report and but also introduce this section. For more information on creating this document, see the report on “Engineering report writing using Word 2010”. [1] 	Comment by Douglas Wilhelm Harder: Each section or sub-section title must have at least one introductory paragraph. A sub-section title cannot immediately follow a section title.
[bookmark: _Toc489537856]Subsection
Some more text and a cross reference to Appendix A and remember that one can lie about statistics [2].
Sub-subsection
This section will demonstrate figures. Figure 1 shows the result of storing a bottle of white wine for sixteen years.	Comment by Douglas Wilhelm Harder: Figures must be cited before, and usually in the paragraph before, they appear. This is because the text will describe the purpose of the figure, so the reader is not left looking at an image or graph without understanding its significance or relevance. You know why the figure is supposed to be there, and you know its significance; the reader, however, does not. If you do not describe the significance of the figure, the figure will likely confuse the reader.

Consequently, a figure cannot appear as the first item immediately following a section or sub-section title—there must be intermediate text between the title and the figure. [1]
[image: ]
[bookmark: _Ref430365247][bookmark: _Toc489537873]Figure 1. 16-year-old white wine.	Comment by Douglas Wilhelm Harder: By convention, figure captions go below the figure. If the figure is not created by you, you must reference the source of the figure at the end of the caption. [1]
The wine becomes deeper in colour going from a light yellow to golden.
[bookmark: _Toc261678969]Another Sub-subsection
Some more text. As a demonstration of tables, Table 1 demonstrates how certain types of entries should not appear in a table.  Read on for a better description of tables.
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	Integers
	Boolean
	Monetary
	Text
	Amount

	Row 1
	3
	T
	12.34
	First class
	0.1234 g/mL

	Row 2
	9
	F
	5.67
	Some more text
	5.67 g/mL

	Row 3
	23
	F
	890.12
	Other text
	89.01 g/mL

	Row 4
	157
	T
	34.56
	Even more text
	2345.6 g/mL


[bookmark: _Toc489537857]Another Sub-section
Some more text.
[bookmark: _Toc489537858]A third Sub-section
Some text and a reference to Appendix B which contains additional information related to this report.
[bookmark: _Toc259646367][bookmark: _Toc259794063][bookmark: _Toc289765311][bookmark: _Toc489537859]Background	Comment by Douglas Wilhelm Harder: Bdy 1 Heading
The background of the report. As another example, Table 2 displays a set of numbers, but are actually the same as that in Table 1.	Comment by Douglas Wilhelm Harder: Tables must be cited before, and usually in the paragraph before, they appear. This is because the text will describe the purpose of the table, so the reader is not left looking at an tabulated data without understanding its significance or relevance. You know why the table is supposed to be there, and you know its significance; the reader, however, does not. If you do not describe the significance of the data, the table will likely confuse the reader.

Consequently, a table cannot appear as the first item immediately following a section or sub-section title—there must be intermediate text between the title and the table.

See the document 
[bookmark: _Ref430365043][bookmark: _Toc489537875]Table 2. A reasonable display of data.	Comment by Douglas Wilhelm Harder: By convention, table captions go above the table. If the table is not created by you, you must reference the source of the table at the end of the caption.
	
	Integers
	Boolean
	Monetary
	Text
	Amount
(g/mL)

	Row 1
	    3
	T
	  12.34
	First class
	      0.1234

	Row 2
	    9
	F
	    5.67
	Some more text
	      5.67

	Row 3
	  23
	F
	890.12
	Other text
	    89.01

	Row 4
	157
	T
	  34.56
	Even more text
	2345.6



[bookmark: _Toc489537860]The Engineering Problem
Some more text.
[bookmark: _Ref261341769][bookmark: _Ref261341792][bookmark: _Toc261678974][bookmark: _Toc489537861]Requirements, Criteria and Metrics

A list of the requirements, criteria and metrics that will be used in this report together with a discussion on any issues surrounding the selection of these. This is an example of an inline equation: the formula  is often taught in first year. The integral, however, is slightly less, as is shown by the display equation

.
This is of course centred.
[bookmark: _Toc261678975][bookmark: _Toc489537862]Possible Solutions
Equations can be numbered, for example, it may be necessary to refer to
	
	
,
	(1) [bookmark: _Ref261343371][bookmark: _Ref261343214] 


that is, Newton’s second law, elsewhere in the document. Cut-and-paste this table if you require an equation elsewhere.
[bookmark: _Toc261678976][bookmark: _Toc489537863]Solution 1	Comment by Douglas Wilhelm Harder: These require more descriptive titles.
A description and discussion of solution 1 and a reference to Equation (1).
[bookmark: _Toc261678977][bookmark: _Toc489537864]Solution 2
A description and discussion of solution 2.
[bookmark: _Toc261678978][bookmark: _Toc489537865]Solution 3
A description and discussion of solution 3 and so on.
[bookmark: _Toc261678979][bookmark: _Toc489537866]Engineering Analysis
The analysis of the solutions based on the requirements and criteria listed above based on the metrics listed in Section 4 on page 2.	Comment by Douglas Wilhelm Harder: In addition to qualitative analysis, you should have quantitative analysis too which is supported and justified by collected data or at least reasonable estimates. 

Depending on the topic of the report, the minimum acceptable quantitative analysis is having a decision matrix. Remember to justify and describe the assigned weights and scores in your decision matrix.
Some topics and 300- and 400-level work term reports require more than a decision matrix. [1]	Comment by Douglas Wilhelm Harder: Report body must be 10 to 15 pages long, excluding the one page Conclusions section and the one page Recommendations section.


[bookmark: _Toc259794126][bookmark: _Toc289765363][bookmark: _Toc489537867]Conclusions	Comment by Douglas Wilhelm Harder: Heading 1
From the analysis in the report body, it was concluded that ….	Comment by Douglas Wilhelm Harder: You should strongly consider beginning your conclusions with these words. If you are drawing a conclusions which is not based on the analysis in the report, you are likely making a mistake.	Comment by Douglas Wilhelm Harder: Your conclusions should be detailed, specific and supported with numerical examples of merits. It is not acceptable to have hand-waving conclusions, such as “It was concluded that the proposed solution is a better solution” with no details of why.

A weak conclusions section is an indication of a weak technical analysis and content in the report body. So, if you find yourself having difficulty drawing meaningful conclusions, then most likely your technical analysis and content are not enough, and you need to improve them.

This section must not include new information that is not mentioned in the body of the report. This includes no new figures or tables. [1]


[bookmark: _Toc259794127][bookmark: _Toc289765364][bookmark: _Toc489537868]Recommendations	Comment by Douglas Wilhelm Harder:  Heading 1
Based on the analysis and conclusions in this report, it is recommended that …. 	Comment by Douglas Wilhelm Harder: Similar to the conclusions, you should strongly consider beginning your recommendations with these words. If any of your recommendations are not based on the analysis and conclusions of your report, you are making a mistake.	Comment by Douglas Wilhelm Harder: Your recommendations should be detailed, specific and supported with numerical examples of merits, such as cost, needed personnel, future improvements, and precautions for the implementation of the proposed solution or design. It is not acceptable to have hand-waving recommendations, such as “It is recommended to implement the proposed solution.”

This section must not include new information that is not mentioned in the body of the report. This includes no new figures or tables. [1]


[bookmark: _Toc259794128][bookmark: _Toc289765365][bookmark: _Toc489537869]Glossary	Comment by Douglas Wilhelm Harder: Heading 1	Comment by Douglas Wilhelm Harder: A glossary is a list of technical words or phrases as well as acronyms and initialisms together with explanations and definitions.
TLA: The common means of referring to a three-letter acronym.
WKRPT: Work-term report; the acronym used by the University of Waterloo Undergraduate Calendar.
thin-film solar cell: A second-generation solar cell having a deposit on a substrate of one or more thin films (each being no more than a few micrometers thick) of a semiconducting material that exhibits the photovoltaic effect whereby exposure to light causes the creation of a voltage difference or electric current.[footnoteRef:1]
	Comment by Douglas Wilhelm Harder:  [1:  Chemistry Explained, Advameg (2017-08-02) Solar Cells. [Online].  Available:  http://www.chemistryexplained.com/Ru-Sp/Solar-Cells.html.] 

Bibliography	Comment by Douglas Wilhelm Harder: The report must have at least three references in IEEE format.  One of the references should be a non-Internet reference, such as a textbook or a journal, which are more credible than Internet sources.

In general, you will likely have at least one reference concerning the subject matter of the report, and at least one reference for each candidate solution for your engineering problem. [1]
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	D. W. Harder, "Engineering report writing using Word 2010," University of Waterloo, Waterloo, 2015.
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Appendix A [bookmark: _Ref430365221][bookmark: _Toc489537870]: Title of the First Appendix	Comment by Douglas Wilhelm Harder: You need to manually include the colon; otherwise, it looks like “Appendix   A Title of the First Appendix”	Comment by Douglas Wilhelm Harder: App 1 Heading
Use the No Spacing style.
[bookmark: _Toc489537871]A Section within the Appendix	Comment by Douglas Wilhelm Harder: App 2 Heading
Some text here….

Appendix B [bookmark: _Ref430365291][bookmark: _Toc489537872]: Another Appendix…
Again, use the No Spacing style for appendices.
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