GUIDE TO THE PREPARTION OF ENGINEERING HONORS PROJECT REPORTS
Introduction

The preparation of an engineering honors project report is the culmination of an intense period of professional growth and development and requires a significant amount of planning and effort.  You are responsible for the content and accuracy of your report.  The format in which your work is presented is also of importance.  The appearance of the document will make the information presented more convincing and will enhance your professional prestige.  It is, therefore, important that the report be written in clear, concise, and grammatically correct English.  You may consult the following for guidance.

1. CBE style manual. 5th ed. Bethesda, MD; Council of Biology Editors, 1983

2. Day RA. How to write and publish a scientific paper. Phoenix: Oryx Press, 1988.

3. Thurabian KL. A manual for writers of term papers, theses and dissertations, 6th ed. Chicago: University of Chicago Press, 1996.

The guidelines to be observed in the preparation of an engineering honors project report are listed below.  These guidelines must be followed EXACTLY. It is the responsibility of the student to ensure that the report is written in acceptable English, in an appropriate scholarly style, and is carefully proofed prior to submission.  Note that the specified requirements of this Guide take precedence over all style guides.  Do not use other theses as guides for format.

Paper

All copies must be on at least 20 pound, 100% cotton rag, (8.5 x 11) acid free white paper.  Use the same brand and shade of paper throughout.  Laser jet printers, photocopy, multilith or offset prints are generally acceptable methods of reproduction.  The appearance of the finished work should be neat and clean and without noticeable corrections.  Do not use correction tape or fluid.

Typing, Spacing and Margins

The document must be formatted in font size 11 or 12.  Do not use unusual types or styles of sprint such as script, italics, or boldface.  The type should be uniform in size, face and color throughout the document.  Do not use right justified text. 

The text should be typed double-spaced on one side only and there should be standard double spacing between paragraphs.  Indent each paragraph five spaces.  Do not begin new pages for subheadings and do not leave gaps on pages.

There should be at least two lines beginning a paragraph at the end of a page and a minimum of two lines in a concluding paragraph at the top of a page.  Avoid excessive division of words at the end of a line.  Do not divide words between pages.

Margins should be uniform on all copies. Page numbers are placed at the margins set for each page.  The first page of each chapter, table of contents, list of figures, list of table, acknowledgment, abstract, appendix, or bibliography must have a 2” margin at the top, 1.5” margin on the left, and 1” margin on the right and bottom. The page numbers on these pages should be centered and at the 1” bottom margin of the page.  There must be at least a double space between the page number and the last line of text.


All other pages must have a 1” margin at the top, right, and bottom and a 1.5” margin on the left.  Page numbers on these pages must be 1” from the top and right.  There must be a double space between the page number and the first line of text.

Color Images and Photographs


Wherever color images are used in the original document, such as graphs, charts, or tables, duplicated copies must also be in color.  If photographs are used, they must be affixed to the page with an appropriate mounting cement or drymount process.  Photographs should be reproduced for all copies; photocopies of photographs will not be acceptable.

Parts of the Report
A report is made up of three main parts: the preliminary pages, the text, and the reference material.  Each of these parts may consist of several sections.

Preliminary Pages

Preliminary pages of each report must include a title page, approval page, table of contents and abstract.  An acknowledgement page and list of tables and figures are optional.  Each page of the preliminaries is counted.  All pages except the title page, copyright notice and the approval page are numbered in lower case Roman numerals.  The preliminary pages must occur in the manuscript in the order in which they are discussed below.

Title page.  The title must be carefully chosen to provide a meaningful description of the contents of your report and to function as a point of entry for information retrieval systems.  Use word substitutes for symbols, formulas, Greek letters, etc.  Use the title consistently on the title page, approval page, abstract and any forms that are required to be filled out.  Use your legal name and use it consistently in all cases.  See attached example.
Copyright notice.  If the report is to be copyrighted, a copyright page should be inserted after the title page.


Approval page.   Approval pages for each official copy of the report must contain original signatures.  See attached example.

Acknowledgments. Acknowledgments are optional.  If included, they must be written in complete sentences.

Table of contents.  The table of contents includes acknowledgments, list of tables, list of figures, chapter titles and headings, appendices and bibliography/references, with a page number for each listed item.  List each chapter title and heading word-for-word and cap-for-cap as they appear in the text but do not underline.  Include all first-level subheadings.  If other subdivisions are listed in the contents, indent each listing five spaces and supply a page number.  See attached example.
List of tables and list of figures.  The lists are optional and when used, table and figures titles must agree with usage in the text word-for-word and cap-for-cap.  The page number should be the one on which the table begins or the image appears.  Entries in each list should be numbered to correspond with the number used for that table/figure in its appearance in the test.  Do not combine tables and figures into a single list.  Titles in lists of tables and figures are single spaced with double spacing between entries.

Abstract.  An Abstract of the report is required.  It must not exceed 350 words and should give a succinct account of the work.  Abstracts must be typed on one side of the paper only and double-spaced.  Symbols and foreign words must be printed clearly and accurately to avoid error or delays.  References, mathematical formulas, diagrams and other illustrative materials are not recommended for the printed abstract.  The abstract is placed immediately preceding the first page of the text.  See attached example.

The Text


The main text will usually contain an introduction and literature survey, objectives/statement of the problem, methods, results, discussion, and a summary and conclusions.  Every page must be counted and numbered beginning with 1 and running consecutively to the end of the manuscript.  Do not use letter designations, eg., 103A.


Chapters and subheadings.  Generally, each of the sections listed above begins a new chapter.  Each chapter has a title and begins on a new page.  The chapter number appears on the first line of the text., eg., CHAPTER 2, followed by a double space and the chapter title.  Type chapter titles centered and in all capital letters.  First-level subheadings should be typed centered and underlined with a solid rather than broken underline and the first letter of principle words capitalized. Double or triple space before and after heading (be consistent).  Second-level subheadings should be typed flush left, underlined with the first letter of principal words capitalized. Double or triple space before and after heading (be consistent).  Third level subheadings should be typed flush left, underlined with only the first word and proper nouns capitalized. Double space before and after the heading.   A paragraph heading is indented, underlined, followed by a period and is on the same line as the first line of the text.  Do not type a heading on the last line of a page; at least two lines of type should follow a heading or it should be carried over to the next page.  See attached example.

Tables.  Tables should be numbered consecutively throughout the document and should appear as close to the first reference in the text as possible.  It is generally best to complete the paragraph of the text in which the reference occurs before inserting the table.  If the remaining space on the page cannot accommodate the entire table it should be placed on the next page either by itself or with text following.  In placing tables with text, three lines (triple space) should be left before and three lines (triple space) after the table. Landscape pages must be positioned with the table heading at the binding edge.  All material in the table must comply with the margin restrictions.  Tables too long or too wide for a single page may be continued on the following page.  The heading should not repeat the title but should read “Table # - continued.


Each table should have a title or caption.  Type titles single spaced above the table and place all notes immediately below the table, ie., not as footnotes.  Use superscript lowercase letters for table notes.


Figures.  Figures should be numbered consecutively throughout the document and should appear as close to the first reference in the text as possible.  Type figure numbers and titles single-spaced below the figure.  In placing tables with text, three lines (triple space) should be left before and three lines (triple space) after the figure. Figures should conform to the standard margin requirements.  If the figure occupies the full area of the page, the legend may be centered on the facing left-hand page.  The reverse side of this page is blank and is counted but does not contain a page number.  A wide image may be placed broadside on the page, with the top at the binding side.  In this instance, the figure number and title is at the bottom of the page.

The Back Pages


The back pages include appendices, if any, and the bibliography or reference list.  Page numbers should continue in sequence with the text.  Margin and number placement rules are consistent with previous usage.


Appendix.  An appendix would contain material not suitable for the body of the text.  No tables or figures discussed in the text may be placed in an appendix.  Each appendix should be lettered and given a title using the same format as chapter titles.


Reference List.  The list of references should be typed single spaced with double spacing between entries.  Please refer to the following IEEE website for reference guidelines: http://www.ieee.org/portal/cms_docs/pubs/transactions/auinfo03.pdf.  Do not use et al. in a reference list.  All authors must be cited.  The order of authors cited in the text must agree with the order in the reference list.  Et al. in the text indicates three or more authors.  Do not list personal communications in the reference list.  All sources cited in the text and footnotes must be included in the reference list.  Do not include works that have not been cited in the text.  Footnotes or notes are place at the foot of the page or at the end of a chapter.  Do not place all notes at the end of the report.  Begin numbering notes with 1 with each new chapter.
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