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GENERAL CONSIDERATIONS ABOUT THE TRAINING REPORT
General issues about the preparation of training reports:

· Known technical report writing styles must be considered while writing the report. 
· Times New Roman font with font size 12 should be used. The first degree headlines should have font size of 14, be in bold font and start from a new page. The lower degree headlines should only be in bold font. The text should be justified (aligned on both sides).
· High number of pages is never an indicator of a good report! It is a bad practice to add irrelevant and unnecessary material to the report in order to increase page count. This also does not mean a 5-10 pages of report is acceptable.
· Report should include your evaluations on significant issues, and discussions about what you did and their results in some detail.

· Organization, working order and methodology of the institution should take place in the report briefly.

· You should always 'Spell Check' your report before submitting.

· The report must be approved by the company/institution before you submit it.

The following are the recommended parts of a training report.

1.Cover

A cover page sample can be downloaded from the training section of the department web page.
2.Contents

After you complete your report, you should prepare a contents index. Sections and sub sections should be given numbered here.

3.Daily Work Report

You will fill the table writing the names of the projects/work done during your training.
4.Acknowledgement/Thanks

In this section you may thank/acknowledge people who helped you during your training. 

5.Abstract

An abstract of the training report is given here. The abstract guides the reader about the report.
6.Introduction

In this section, you give brief information about what you did during your training. Information about previous work and a literature survey about the technical topics worked on should also be supplied.

7.About the Institution

History, place, work area, number of employees etc. of the company/institution should be given briefly in this section.
8. Works/projects Performed During Training

In this section detailed information about the work/projects mentioned in “Daily Work Report” section including technical process, background and literature review of the works/projects performed during training will be given. An example of headlines given in the “Contents” section.
9.Observations and Applications

In this section you are expected to explain your observations and experiences you obtained during your work, including what you did, what problems you encountered, how you solved them, etc. You can also organize and put screenshots and code samples of the application(s) you developed in this section.

10.Conclusion

Skills and results obtained during industry training should be mentioned briefly here.

11.References

References you use must be given in the order they appear in the report. Authors, full title of the reference, name and place of the publisher, page numbers, and year must be written. For example: 

[1] Shrum, M. B. (2007). CMMI(R): Guidelines for Process Integration and Product Improvement. Addison-Wesley Professional, ss.xx.

12.APPENDIX

In this section, only the items that you think are necessary should be included. For example, sample program codes, project plans, test cases, and similar documentation can be included.
These first 2 pages should be deleted before submitting your report. The given considerations are just for your information.
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