SUMMARY GUIDE FOR A TECHNICAL REPORT

A.  
Parts of a Technical Report
1.
TITLE

2.
AUTHOR:
author’s name




author’s institution or company  
3 lines




date of submission

3.
ABSTRACT:
Summary of the principal facts and conclusions of the paper.  Usually




less than 100 words.

4.
INTRODUCTION:  Concise discussion of the subject, scope, and purpose of the




experiment.

5.
THEORY:
Succinct development of the theory related to the experiment.

6.
EXPERIMENTAL METHODS:  Brief description of experimental apparatus and




procedures.

7.
RESULTS:  
Summary of important data and results, using tables and figures 




(graphs) whenever possible.  Include error estimates for all relevant 




quantities.

8.
CONCLUSIONS:  Specific conclusions about results.  Recommendations if




needed.  “Graceful termination.”

9.
REFERENCES:  (see below)

B.  
Mechanics


a.  
The paper should be divided into clearly labeled sections, for example:  



ABSTRACT, INTRODUCTION, THEORY,  EXPERIMENTAL



METHODS, RESULTS, CONCLUSIONS, REFERENCES


b.
Type manuscript on bond paper, 8-1/2 x 11 inches.


c.
Double space ALL copy except abstract.


d.
Number all pages in sequence, beginning with the title page.


e.
Begin Abstract four or five lines below author information.


f.  
Tables and figures:



-  Number tables with Roman numerals, figures with Arabic numerals.



-  Place tables and figures as soon as possible after they are referred to in the text.



-  Give each table and figure a complete title and/or self-descriptive caption.


g.  
Number all equations.  (Place numbers near right-handed margin.)  Each equation



should be on a separate line.  Use complete sentences and fit all equations into



the sentences that introduce them.


h.
Define all symbols used.


i.
Use numbered superscripts to refer to references.

