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SUMMARY

This guide is aimed to provide a detailed set of rules to the students who have completed their first or second mandatory summer practice and are expected to submit an extensive technical report to the department for the partial fulfillment of MATE 399 Summer Practice I or MATE 499 Summer Practice II courses.

The guide is divided into two main parts: (1) Content and (2) Formatting. Under the content section, you will have information on what kind of content is expected from you in your report. Next, under the formatting section, you will find what kind of formatting is expected for the content you put in your whole report. So, make sure to carefully read and apply everything in this guide while preparing your report in order to assure successful submission and satisfaction of the report requirement without any minor or major revision.

You will notice that this guide is carefully designed in terms of formatting in order to serve as a summer practice report template. Major formatting rules mentioned in the guide are applied to the guide itself. So, if you prefer, you can use this guide and replace the text with your own content without dealing with any formatting tools. That way, you will satisfy the report formatting requirement, as long as you managed to handle the text replacement carefully without messing with the current format. You can also use this guide to learn how those formatting rules are applied by looking at the formatted text with your word processor. Therefore, wisely consider which approach you wish to take.
If you have any further questions about this guide, feel free to contact the summer practice coordinator of the department.
That being said, I would like to wish you good luck on your report, on behalf of the department.
Assist. Prof. Dr. Ozan ÖZKAN

Summer Practice Coordinator

Department of Metallurgical and Materials Engineering

1. CONTENT OF THE REPORT

The content of a summer practice report can be divided into four main bodies: 1) Front pages in which you provide the fundamental information and an outline for your report, 2) Main Body in which you provide the main content about your summer practice, 3) References in which you provide a list of bibliographical information for the external resources that you use, and 4) Appendices (an optional section) in which you provide additional information that you believe beneficial for the report but don’t fit into the main body.

1.1. FRONT PAGES
Front pages contain Cover page (mandatory), Table of Contents (mandatory), List of Figures (mandatory if any), List of Tables (mandatory if any), a Summary of the report (mandatory), and an Acknowledgement section (optional).
1.1.1. Cover Page
Cover Page is a single page that is used for the front cover of your report. You can find the template cover page on the department website dedicated to the summer practice. Download the template and replace the highlighted text with your own information. It is your obligation to provide the correct information about your summer practice, and you will solely be responsible for any error.

1.1.2. Table of Contents

Table of Contents is the list of titles and sub-titles with their corresponding page numbers given in the order of their appearance in the report. It is a mandatory section and must be given after the cover page.
1.1.3. List of Figures and List of Tables

Similar to the Table of Contents, List of Figures and List of Tables are the figures and tables provided as separate lists with their numbering, captions, and corresponding page numbers given in the order of their appearance in the report. Both of these lists are also mandatory if any figure and/or table exist in your report and both must be given on separate pages (one for figures and one for tables) after the Table of Contents.

1.1.4. Summary

Summary is the final page of the front pages before the main report section and it is the first page that should be given a page number, starting with “1”.

This is a single page, preferably a single paragraph summary of your summer practice. It should be brief and concise. It should be written without extensive detail but the major events, processes and/or activities that you participate/observed during the summer practice as well as what you have learned should be mentioned shortly.
The rule of thumb for a reasonable summary length is 200-300 words which is the minimum length expected from you. Do not exceed one page.

1.1.5. Acknowledgements

Acknowledgements is an optional section that comes after the summary. It is not mandatory to have this section but, it can be included in the report, if you would like to express your gratitude or thank any individual for their help in your summer practice as well as acknowledge any other contributions coming from any other third parties. This section also should not exceed a single page.

1.2. MAIN BODY

The main body of the summer practice report contains the collective information about your summer practice in more detail. It should be separated into three major sections: (1) Introduction, (2) Tasks and Activities, (3) Conclusions, each of which should be a main heading (or a first level heading) and start at a new page.
1.2.1. Introduction

The introduction of the report is basically the section where you introduce the company that you visited for your summer practice. You should begin your introduction of the company with the basic information such as name, location, field of activity, number of employees, number of engineers, number of metallurgical and materials engineers, general production capacity or the capacities of their various processes, revenue, main production equipment, quality control equipment, etc. When providing these information, you may be limited to what the company will allow you to share or what kind of information they can offer you, but still you should always try to write as much as possible and as detailed as possible, especially, the details related to metallurgical and materials engineering (i.e. the capacity of a furnace or the size of a ladle, etc).
After the introduction of the company, you should briefly state which departments you have visited, and responsibilities/tasks given to you (if any) during your practice without any extensive detail. Because, you are going to give detailed information about those in the next section of your report.

As a result, the introduction section of the report should take about 3-5 pages at most, based on the information that you should give as mentioned above.
1.2.2. Tasks and Activities
This section should be the most important, detailed and extensive part of your report. Because in this section, you will write your observations, the tasks that you performed (if any), the responsibilities that were given to you (if any), the lessons that you learned during all of your activities throughout the summer practice.
It is advised that your divide this section into sub-sections based on the departments (or the major process steps) that you visited, either in the order of your visit or in the order of the whole production process flow of the company. Also, give each sub-section a second level heading and a proper title that represents the department/process. Further sub-sectioning (third and fourth level heading) can also be used to achieve a neat, easy to read content.
Under each sub-section, you should;

· introduce the department,

· explain the function of the department in detail,

· give information about the personnel (what type, not who), equipment and facilities in the department,

· explain the tasks/activities that are performed (both by you and other personnel) by explaining the processes and concepts in detail,
· describe the inputs of the department (raw materials, consumables, semi-finished items/parts coming from the preceding departments, etc.) and the outputs of the department (any semi-finished part that is sent to the next department in the process flow or any finished part that is the final product of the process).
As mentioned above, it is important to write your own observations and the things that you learned during your practice period.
You should also use any photographs you took, any scanned documents you acquired, any tables or figures taken both from the company and from external sources as much as possible in order to enrich the content of your main body but, please respect the company’s rights and rules, and make sure not to use any of these without the permission of the company.
Another important point is the language that you should be using. Since this is some sort of a technical report prepared by an engineering candidate and presented to real engineers/faculty members, it is crucial for you to learn and use the correct technical terms and definitions in your report. Your communications during your practice may be in your native language but it is your duty and responsibility to properly translate the information with the proper jargon to the required language of the summer practice report (which is English). Failing to do so will definitely result in a revision request from your evaluating faculty member and you will not be able to satisfy the pass criteria of summer practice until you do so. (Important note: Under any circumstances, do not use Google Translate or any other similar web services for technical translations. Use proper scientific and engineering sources.)
1.2.3. Conclusions

This section is the final part of the main body. It allows you to have the final say on the things you have mentioned in your report, to demonstrate the importance of your summer practice as well as to consider the skills or experiences that you developed or would still like to develop. It is also your opportunity to make a good final impression and to end on a positive note.
This section should also be short, not more than a single page, and basically, summarize your whole summer practice experience. But, bear in mind that it should not be identical to the summary given at the beginning of the report.
1.3. REFERENCES

When preparing the content of your report, the majority of the information you put will come from observing the processes and/or communicating with the employees. However, sometimes you might need to put additional information which you extract from external resources such as a book, a webpage or an article, etc. to describe, explain or justify something that you mention in your report (such as a definition of a process or a tool). Since those kinds of information do not belong to you, you must address the source which you took them from in your report to acknowledge the work of the original author.

In order to do that, first, you must put citations at the end of each information that you took from external sources. Citations are generally abbreviated alphanumeric expressions that mark a specific text as an external information in an ordered manner. Then, you must create a list of references at the end of the report (after Conclusions) in which you provide the essential information for each source that you cited in the same order.

Citations and References are an important part of technical report writing and one of the skills that is expected from you to learn within the scope of summer practice report writing. Failing to do so will definitely cause your report to be sent back to you for revision. So, make sure to address every single external information that doesn’t belong to you with proper citations/referencing and check the formatting for both citations as well as the reference list in the related sections of this guide.

1.4. APPENDICES

Specifically, an appendix is, a piece of text, figure(s) and/or table(s) added after the references of a book, an article or a report, containing information that is important but is not the main idea of the main text or too big/too detailed to include in the main text.

There can be multiple appendices at the end of your report (after references), each of which containing additional information that you believe to be beneficial for the report but don’t fit into the main body (i.e. scan of an important document or a technical drawing of a tool, a process flow chart, calculation steps of a process, etc.).

You can divide the content of appendices however you feel suitable based on any criteria (i.e. you can put scans of multiple documents in one appendix and put technical drawings into another). Each appendix should have its own main heading (see relevant formatting sections) and start from a new page but try to avoid sub-heading inside of the appendices, if possible, and address the content of the appendix with figure or table captions.

1.5. ACADEMIC INTEGRITY AND PLAGIARISM

As it was mentioned in Section 1.3, sometimes you might need to put content that you extract from external resources into your report, and therefore you must acknowledge the work of the original author by citing the external source. However, just because you provide citations as well as a list of references, doesn’t mean that you can copy/paste the contents EXACTLY the same (word for word) from the original sources which is considered plagiarism, and it is against academic integrity. In order to avoid plagiarism, you need to paraphrase the content before inserting into your report. Paraphrasing is a writing technique in which you write the content without changing its meaning but with using different words and sentence patterns. In order to use this technique properly, you need to read the external source and fully understand the content so that you can write the same meaning with your own words and sentence structures.

It is an important skill that any engineer should possess in order to write proper technical reports. Therefore, for the external content that you inserted into your summer practice report, not only proper citations and a list of references but also proper paraphrasing of the content (instead of direct copy/pasting) is expected from you. There are internet-based services that check the level of plagiarism of a text, such as Turnitin®, which our department is using to check summer practice reports after you submit them digitally. A maximum of 20% similarity is allowed in your reports which means that only 20% of the entire text (including figures and tables, excluding reference list) in your report can be exactly similar to any external sources. Exceeding this value will result in immediate revision without any further evaluation from a faculty member.
IMPORTANT NOTE: Some of those plagiarism detection services may put your submissions into their archives which are also scanned by many other similar services when checking a document for plagiarism, and if there is no option to remove those previous submissions, it may increase your similarity value falsely when the department checks your submitted report with Turnitin®. Therefore, you should not attempt to use such internet-based services on your own in order to check the similarity while you prepare your report, if you are not sure about the behavior of the service.
1.6. FINAL WORDS ON CONTENT

When preparing the content of your report, you have to bear in mind the rule “quality over quantity”. This means, the length of your report in terms of the number of pages is not an indicator of report quality. Just because you have 50+ pages in your report does not ensure that you will satisfy report submission or just because there are less than 20 pages does not make the report unsatisfactory. So, do not artificially inflate the size of your report but also do not refrain from putting any information you deem necessary into your report just because it will make the report long.
2. FORMAT OF THE REPORT
2.1. GENERAL FORMATTING
2.1.1. Margins
Top, bottom and right margins of your report should be 2.5 cm where the left margin should be 3.5 cm. Apply these margins to your whole report. You can adjust this in the “Page Setup” dialog box of MS Word.

2.1.2. Alignment
The alignment of your text, except the main headings, should be “Justify”. This means, the text should be both aligned to the left margin and the right margin at the same time.

The alignment of the main headings should be “Center”.

On the other hand, the alignment of tables and figures as well as their captions should be “Center”.
Do not try to do these manually, such as adding multiple spaces or tabs to align the text. Instead, use the dedicated buttons of MS Word.
2.1.3. Font
Use the font “Arial” throughout your report, except for the images obtained from the internet or the company itself which you may not change.
The size of the font should be “14 pt” for main headings only and “12 pt” for everything else. The size of the text in tables and figures should also be “12 pt” unless the table or the figure is too large to fit into a single page. In that case, you can reduce the font size as long as it is readable.
2.1.4. Text Style
The main text style should be regular (meaning no Bold, no Italic). The main headings (first level headings with single numerical number) should be “Bold” and “ALL CAPITALS” where the second level headings (sub-headings with two numerical number) should be “Bold”, “Italic” and “ALL CAPITALS”. The third level headings (sub-headings with three numerical number) and fourth level headings (sub-headings with four numerical number) should be both “Bold” and “Italic” but “Only the First Letters of Each Word Should Be Capitalized” (except a/an, the, of, for, at, in, on, from, etc.). (Please see the “Numbering” section for further information on multi-level numbering of headings)
“Bold” text style should also be used at the beginning of figure/table captions as well as its numbering, but not in the caption text itself. (Please see the “Captions” section for further information on caption formatting)

Do not use “Underline” formatting in any of the headings. However, you can use “Italic” or “Underline” font formatting to emphasize certain words or a certain portion of a sentence, but it is advised not to do it frequently.

2.1.5. Spacing
The line spacing should be “1.5 lines”.

The spacing for both “before the paragraph” and “after the paragraph” should be “6 pt”. Both can be adjusted from the “Paragraph” dialog box of MS Word.
Also, leave a single blank line after each main heading and before each sub-heading unless the sub-heading immediately follows a higher level sub-heading or the main heading without any regular text in between. In those cases, do not leave a blank line before the sub-heading but always leave the blank line after the main heading.
2.1.6. Numbering
Numbering is very important for the headings of the report as well as figures and tables used in the report.
Use numerical and multi-level numbering for each heading up-to four levels. For example, the main heading (first level heading) should be “1. TEXT OF THE HEADING” and the sub-headings (second, third and fourth level headings) of this main heading should be like “1.1. TEXT OF THE SUB-HEADING”, “1.2.1. Text of the Sub-Heading”, “1.3.1.1. Text of the Sub-Heading”, etc.

Both the figures as well as the tables should also be numbered at the beginning of their captions. Each figure and table should be defined with two numbers. The first number is the number of the “main” section where the figure/table resides in. The second number is the order number of that figure/table in that section. For example, if a figure is the “fifth” figure in section “four”, the numbering should be “Figure 4.5.”. In case of the figures/tables in Appendices, since there should be no numbering for the Appendices section, the figure/table numbering should be “Figure A1.3.” or “Table A3.2.”.
Use a “period” after each number level followed by a single blank space just before the text of the heading/sub-heading, but do not use a “period” at the end of the heading text. On the other hand, use a “period” after both numbers in the numbering of a figure/table caption as well as at the end of the caption text.
The numbering for multi-level headings as well as figure and table caption numbering can be automated in MS Word. That way, it is possible to create and adjust “Table of Contents”, “List of Figures” and “List of Tables” instantly and automatically. Therefore, if you know how to do it (Google is your friend), it is strongly recommended to use it for convenience and quality. But if you don’t know, you can also do it manually which you need to adjust the numbers, format, page numbers, etc. for every single heading and caption as well as “Table of Contents”, “List of Figures” and “List of Tables”. As long as everything is properly prepared/numbered/formatted, both ways will be acceptable.
2.1.7. Page Numbers
Page numbers should be provided for the pages of main content as well as the pages of references and appendices (if any). Use Arabic numerals (1, 2, 3, 4, etc.) for page numbers and place at the bottom middle of each page. The format of the page numbers should be “Arial” font, “12 pt”, regular text (no bold, italic or underline) with no line or paragraph spacing.
The first page that should be numbered is the summary page which starts at 1. Do not restart page numbering for each section. Instead, continue from the page number of the last page of the previous section.

Finally do not put any page numbering on the Cover Page, Table of Contents pages, List of Figures pages and List of Tables pages. Separate these pages with a “section break – next page” from the rest of the report in order to use the automatic page numbering function of MS Word.

2.2. FIGURES AND TABLES

2.2.1. Figures

Figures are the visual representation of a certain information given in the report, in a summarized and an eye-catching manner. The figures can be photographs taken in the facility, an image drawn by hand, a 3D sketch of a product, a chart/graph/plot of the relationship between various numerical/logical values, a scanned document, etc. All of these are considered as a “figure” and therefore named as figure. Do not name any of the visual elements given in the report as image, photo, graph, etc.
The figures can be colored or black/white toned, depending on its content. The shapes should be clearly visible and distinctive, and the texts inside should be easily readable. Therefore, it is crucial for you to obtain high quality figures from their sources. Also, you should attempt to create certain images from scratch, if the quality/resolution is significantly low and recreating is possible. This is especially important for the images acquired from the internet.
The size and the shape of the figures should also be considered carefully when placing them into the report. The size of any figure should be as large as possible to provide easy screening but not unnecessarily large to disturb the reader. Also, always try to maintain the original aspect ratio (the ratio between width and height in terms of pixels) of a figure. Do not resize a figure by only changing its width or height. Because it will disrupt the original aspect ratio which makes the figure distorted/stretched/squashed in one dimension. Instead, resize it by adjusting from its corner while holding the “shift key” of your keyboard which will change both dimensions by maintaining the aspect ratio.

2.2.2. Tables

Tables are another way of presenting multiple data and/or logical statements in a summarized manner with columns and rows that may or may not be given with a figure. In a table, the data are written as text in a box shape with outside borders as well as inline borders to separate columns and rows. The arrangement of the data as columns and rows provides the relationship between the content of columns and the content of rows.
Columns and/or rows have proper headers to define their content based on the type of table. Each intersection of columns and rows contains a data or a logical statement that connects the definition of the relevant column and row. For example, a table can contain 4 rows each defined with a certain age gap and 3 columns defined with the percentage of the opinion of those age groups on a certain subject.

Table 2.1. The opinion of different age groups on a certain subject.

	Age
	Agree
	Disagree
	No Opinion

	< 18
	74%
	21%
	5%

	18-35
	69%
	24%
	7%

	36-65
	47%
	45%
	8%

	> 65
	33%
	55%
	12%


2.2.3. Captions
Captions are brief explanations/summary of a figure or a table given in the text. Most of the time one or two short sentences or even simple phrases are enough since the actual/detailed content should be explained in the text before the figure/table and then referred to it.

A figure caption should be in the “center” alignment and “below” the figure where a table caption should be in the “center” alignment and “above” the table.

The caption starts with “Figure” or “Table” in bold and first letter capital followed by the proper numbering (please see the relevant section), again in bold, followed by the caption text with regular text style and sentence case (meaning only the first letter of each sentence in the caption text is a capital letter). For example;
	Figure goes here.




Figure 2.1. The general layout of the continuous casting line.

Table 2.2. The composition of the alloy used for extruded window frame.

	
	
	
	

	
	Table goes here.
	

	
	
	
	


If there are multiple images in a figure, each image should be lettered consecutively with a lower case letter between brackets either on the top-left inside corner of each image or in the middle below outside of each image. The caption text for such figures should also include a short explanation/definition for each image starting with its lower case letter between brackets. For example;
	Figure (a) goes here.


	Figure (b) goes here.




Figure 2.2. Two different automatic sand molding lines used for casting parts; (a) 120 kg HWS, (b) 1200 kg Furan.

2.3. CITATIONS AND REFERENCES
2.3.1. Citation Format

Use numbers inside square brackets as citations and put them at the end of the cited text just before the punctuation marks (commas or periods). The same text formatting used for regular text should be used for citations as well. For example, assume that the following sentence was taken from an external source:

	One of the most important purpose of a citation is to uphold intellectual honesty (or avoiding plagiarism) [3].


As can be seen, at the end of the sentence just before the punctuation mark, a citation was given with a number inside square brackets. For the reader of the report, this means the given information was taken from an external source listed as the third entry in the reference list (see the next section for reference listing).
Citation is also very important when it comes to figures and/or tables taken from external resources. In case of using such figures and/or tables in your report (i.e. an image taken from the internet), place the citation at the end of the figure or table “caption”, in order to indicate that it was taken from an external source. Below is an example in which the figure is indicated that it is taken from reference 5 of the list of external sources:

	Figure goes here.




Figure 2.3. Working principle of continuous casting process [5].

You can have multiple external information inserted into the report as long as a citation is provided for each of them. In order to properly address all of the external information, each citation should be numbered consecutively in the order of their appearance in the text. For the example given above, the citation number is 3 which means, it is the third external source used to insert an external information into the text.

You can also use the same external resource again in a different section of the report but the citation number should be the same and should be given based on the order of its first appearance in the text. Again, consider the example above: Assume that, you cite from 2 new and different sources after you cite to source [3] for the first time. These two new sources and their respective citations will obviously be [4] and [5]. But when you cite another information from source [3] again after these, you shouldn’t number that citation as [6] since it is from the same source with [3]. So, you should cite that information as [3] again at the end of the text.
If an external information was taken from multiple sources, give citation numbers either as separated with comma or as a range of numbers (i.e. [2, 5] which means the information was taken from external sources 2 and 5 or [3-6] which means the information was taken from external sources 3, 4, 5 and 6).
2.3.2. Reference Format

As described before in this guide (see: Section 1.4), the references section is a section given at the end of the report that contains the list of external sources used for the information cited from those sources. It is formatted as a list where numbering format has the same format as the citations (except in Bold) and each list entry is ordered the same as the citation order given in the text:
[1] .....

[2] .....

[3] .....
[4] ..... (and so on).

The format of the list entries should be the same as regular text.

Every list entry must include the information below about the source in the order given below:

· Author(s) Name and Last Name (if there are more than one author, separate each with a comma),

· The Title of the Source given inside quotation marks (i.e. name of the article, name of the book, title of the website blog entry, etc.),

· Publisher of the Source (i.e. publisher of the book, name of the journal that the article was published, URL of the website, etc.)
· Publication Information (i.e. edition/chapter/page number of the book, volume/issue/page number of the article, etc.)

· Publication Date (i.e. publication year of the book or the article, date of access to the website, etc.)

Each of these information must be separated by a comma and the list entry must end with a period. Here is an example of a short reference section that contains 1 book citation, 1 journal citation, and 1 website citation example:
	REFERENCES

[1] John Doe, Jane Doe, “Introduction to Scientific Report Writing”, Oxford Academic Press, 2nd Edition, Chapter 1, Page 33, 2010.

[2] John Doe, “Benefits of Intellectual Honesty in Academic Writing”, Journal of English for Academic Purposes, Volume 3, Issue 2, Page 17, 2011.

[3] Jane Doe, “What is Plagiarism and How Do We Avoid It?”, www.scribbr.com/plagiarism/how-to-avoid-plagiarism/, Accessed on: 10/07/2019.


2.4. FORMAT EXCEPTIONS
The majority of the report has the same formatting in which the font type, style, and size, the line and paragraph spacing, the alignment and numbering are the same. However, there are small exceptions in formatting special pages such as Table of Contents, List of Figures, List of Tables, Summary, Acknowledgements, References, and Appendices.
For instance, Table of Contents, List of Figures and List of Tables should have the same formatting as the main text (“Arial”, “12 pt”, “Justify”, “6 pt” before and after paragraph spacing and “1.5 lines” line spacing) except all the text in those pages should be all Bold.

Also in Table of Contents, main headings (first level headings) should have no left indentation while sub-headings (second, third and fourth level headings) should have left indentation with an amount based on the heading level (i.e. second level with 0.5 cm, third level with 1 cm and fourth level with 1.5 cm).
Table of Contents, List of Figures, List of Tables, Summary, Acknowledgements, References, and Appendices are considered main headings, therefore they have the same formatting (“Arial”, “14 pt”, “Center”, “6 pt” before and after paragraph spacing and “1.5 lines” line spacing, Bold and ALL CAPITALS) and should be included in the Table of Contents with their respective page numbers. However, they should not be numbered like the other main headings in the report (So, write TABLE OF CONTENTS, not 1. TABLE OF CONTENTS).
One final exception is for Appendices. Since appendices are optional and contain additional information that does not fit into the main body, they are placed at the end of the report (after the References). There can be multiple appendices based on what the author (which is you) deem suitable (please see the relevant section for the content of appendices). If you are going to have multiple appendices, as mentioned above, use the same format that is used for main headings but do not number the appendix titles the same. Instead, put titles for appendices as; APPENDIX 1, APPENDIX 2, APPENDIX 3, etc. Sub-headings can be used if it is absolutely necessary with the same format used for second level heading, but again without numbering.
