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Title 

The main purpose of the title is to sum up your work in a single phrase or sentence. The title of your 

scientific report needs to be clear, specific, and brief. 

The title page gives:  

•    the course name and number, the department and institute  

•    the title of the report  

•    the authors' names, and ID numbers  

•    the date of submission 

 

 

 

Declaration 

 

At the front of the report submitted for assessment, students are required to incorporate a signed 

declaration.  

 

Example: 

I declare that this report has been composed solely by myself and that it has not been submitted, in whole 

or in part, in any previous application for a diploma. Except where states otherwise by reference or 

acknowledgment, the work presented is entirely my own. 

……………………………..    …………………………………… 

Student Signature     Date 

 



Abstract or Summary 

The main purpose of the abstract is to give a summary of the entire report for quick reading. The abstract is 

an influential part of your report. References to other authors, or to tables, figures, or text within the report, 

should not be included. There should be no new information or ideas in the abstract that are not included in 

the rest of the report. A sentence or a couple of phrases describing the methods is sufficient. Do not go into 

detail about the methods in the abstract. 200 –300 word limit. Abstracts are usually written in past tense in 

a single paragraph. 

The summary;  

• states the topic of the report  

• outlines the most important findings of your investigation  

• states the key conclusions 

 

The summary does NOT;  

• provide general information  

• explain why you are carrying out an investigation   

• refer to later diagrams or references 

 

 

Table of Contents 

The table of contents sets out the sections and subsections and their corresponding page numbers.  

•    Number the sections by the decimal point numbering system:  

1.0  Title of first main section (usually Introduction)  

1.1 First subheading  

1.2 Second subheading  

2.0  Title of second main section  

2.1 First subheading  

2.2 Second subheading  

2.2.1 First division in the second subheading  

2.2.2 Second division in the second subheading  

3.0  Title of third main section  

•    Number all the preliminary pages in lower-case Roman numerals (i,ii,iii,iv,...).   

You don't have to place the number i on the title page. Just count it and put ii on the second page 

of your report.  

•    Number all the remaining pages of your report with Arabic numerals (1,2,3,4,...).   

Thus your report begins on page 1 with your Introduction.  

 

 

Introduction 

Give an introduction stating the research problem and providing justification for your work. You must 

describe your research objectives clearly and simply in your introduction. Since you have stated your 

research problem, it is also important to describe how you attempted to answer it (Proposed solution). 

Your introduction should include a literature review, which provides general background information 

about what has already been published in your research area.  

 



Materials and Methods 

Essentially the materials and methods section is an instruction manual; all workers in your field should be 

able to reproduce your experiments after they have read this section. This section is usually written in the 

past tense, since you have already completed the experiments. 

Incorporating figures and tables:  

•    Refer to each figure and table in the text of the report.  

Example: The communication channels in the organization are shown in Diagram 1.  

•    Give all figures & tables a title.  

Example: Table 1 Existing communication channels  

•    The title of a table goes above the table while the title of a figure goes below the figure.  

•    Figures must be correctly referenced. If necessary give the source of the diagram or the data if you have 

taken them from published sources.  

Incorporating equations:  

1.  Centre the equation on the page.  

2.  Place the equation number in round brackets at the right-hand margin.  

3.  In the text of your report, refer to the equation as either Eq. (1) or equation (1).  

 

 

Results and Conclusions 

The main purpose of the results section is to present your data in a manner that is easy to read and 

interpret. Never discuss the implications of your results in the results section save this for the discussion. 

Conclusion (1-2 paragraphs) relates directly back to the aims of the investigation. The Conclusions section 

provides an effective ending to your report.  

This section    

• states whether you have achieved the aims of your investigation  

• gives a brief summary of the key information in your report  

• restates the major findings of your investigation 

 

 

 

Discussion 

 

The main purposes of the discussion are to: 

 discuss the relationships between your results, 

 discuss how the results relate to your initial objectives and hypotheses, 

 describe the shortcomings of your work, 

 describe the implications of your work, 

 suggest future applications of your research findings 

 

Most of the discussion should be written in the present tense. When you discuss your data, write in the past 

tense, and when you discuss future implications of your work, write in the future tense. 

 

 



References  

 

A scientific report should be well referenced. Every piece of information that is included in your report, 

excluding your original data, should be referenced. Your arguments will be much stronger if you can 

support them with references. It is also essential to include references in order to avoid plagiarism. Make 

sure that you include your references while you are actually writing. Tracking back to find references is an 

extremely difficult task.  

 

The two parts to referencing are:  

1.  Citations in the text of the report - show that information comes from another source 

2.  A list of references in the final section - gives the details of these sources. 

 

References are typically presented in scientific reports using the Harvard system or IEEE(Preferred) 

referencing system.  

 

Books:  Author, “Title of chapter in the book,” in Title of His Published Book, x
th
 ed. City of 

publisher, Country: Abbrev. of Publisher, year, ch. x, sec. x, pp. xxx–xxx.  

Example:   

M.  Abramowitz  and  I.  A.  Stegun,  Eds.,  Handbook  of  Mathematical  Functions (Applied  Mathematics  

Series  55).  Washington, DC: NBS, 1964, pp. 32-33. 

 

HandBooks: Name of Manual/Handbook, x
th
 ed., Abbrev. Name of Co., City of Co., Abbrev. State, 

year, pp. xx-xx.  

Example:   

Transmission Systems for Communications, 3rd ed., Western Electric Co., Winston-Salem, NC, 1985, pp. 
44–60.  

 

Online Sources: 

FTP:        Author. (year). Title(edition) [Type of medium]. Available FTP: Directory: File:  

Example:  

R. J. Vidmar. (1994). On the use of atmospheric plasmas as electromagnetic reflectors[Online]. Available 
FTP: atmnext.usc.edu Directory: pub/etext/1994 File: atmosplasma.txt  

 

WWW:   Author. (year, month day). Title(edition) [Type of medium].Available: http://www.(URL)  

Example:  

J. Jones. (1991, May 10). Networks (2nd ed.)[Online]. Available: http://www.atm.com 
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The main purpose of the acknowledgements is to thank those who were directly involved in your work. 

 

 

Appendices 

 

These contain material that is too detailed to include in the main report. Each appendix must be referred to 

at the relevant point in the text. Different types of material included in the appendices can be labeled as 

Appendix 1, Appendix 2...etc. 


