Laboratory Report Requirements
· All lab reports submitted in this class will be word processed and adhere to academic standards for spelling and grammar.  Additionally, all reports will be written in the third person and generally in passive voice.

· Reports will be prepared in 12 pt. Times New Roman or 12 pt. Tahoma.  Titles and Main Topics may be 14 pt. and utilize bold and underlining functions. Margins will be one (1) inch – left, right, top and bottom.
· When necessary or required, tables and graphs will be computer produced and not hand drawn. 

· Reports not conforming to the requirements listed above and the following format will receive a grade of  zero (0).

Format
Student Name(s) – upper left hand corner

Class number (ATxxx-x) below student name(s)

Date Submitted below Class number

Laboratory Report number (Laboratory Report 1) – centered and bold

Lab Title – Centered and bold
All of the following elements must be included in the Laboratory Report and they must be in this order.
· Purpose:  What is the reason for examining the material found in this lab.  This is not necessarily a one sentence answer – it is a paragraph about the research/experimentation done by the student. No conclusions are presented in this section.


Example:
The purpose of this lab is to provide the student with a proper disassembly technique for a 3 speed Saginaw transmission while learning the identity and function of individual components.  This lab stresses the relationship between the input shaft (gear) and the cluster gear emphasizing bearing design and usage to limit axial and radial forces. Additionally, the student is required to examine components for fit, wear and functionality.  Through this examination, the reason for using each component is examined.
· Equipment and Materials:  What tools and equipment were used during the research.  What was being worked on.  If a vehicle is used, all information about the vehicle must be included in this section.  

NOTE: If the research involves more than one area and utilizes different equipment, this is where the report begins to be broken Topics. Each Topic will have a title with its own “Equipment and Material,” ”Procedure,” and “Observations/Analysis.”

· Procedure:  What was done to accomplish the research. How did you use the equipment to perform the lab and obtain your findings.  All relevant aspects of what was done should be included.     
· Observations/Analysis: This is the part that is sometimes called Results.  All your findings go in this section.  Answers to questions asked in the lab are part of this section.  Findings, data, graphs, tables, calculations etc. belong in this section.  Data interpretation, not conclusions,  also belongs in this section.
· Discussion/Conclusions:  This is the section that brings the whole report together.  Everything you have found in the lab should be brought together and compared.  If your observations do not make sense or conflict with other observations, this is the section one uses to discuss them.  
If everything points in the same direction, this the section one would indicate that. Additionally, one would make recommendations for repairs etc. in  this section.  This section is all about what was found in the lab and what was learned.  This section is not a forum to discuss your personal beliefs or concerns.  
