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ABSTRACT Lappeenranta University of Technology Faculty of Technology Degree Programme in Environmental Technology Maija Meikäläinen Reporting Instructions Report 2007 12 pages, 2 figures, 2 appendices



Examiner: Professor * name * Supervisor: Assistant * name * Keywords: reporting instructions



These reporting instructions briefly present guidelines for the preparation and layout of assignments at the Department of Energy and Environmental Technology. The reporting instructions are in the form of a manual and comply with the university’s guidelines for preparing a Master’s thesis and SFS standards. Further information can be found in related literature.
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LIST OF SYMBOLS



n



mass



[mol]



p



pressure



[bar], [Pa]



qm



mass flow



[kg/s]



R



universal gas constant



[J/molK]



T



temperature



[ºC], [K]



V



volume



[m3]



x



vapour content



Subscripts 1



inlet



m



mass
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1 INTRODUCTION These reporting instructions present guidelines for the preparation and layout of written assignments at the Department of Energy and Environmental Technology. In addition, instructors may issue further instructions, which should also be followed.



The aim of these reporting instructions is to provide students with uniform guidelines on how to prepare a written report for any course at the Department of Energy and Environmental Technology. These instructions can be applied to all of the department’s assignments and seminar reports, and also to the Master's thesis. However, the guidelines for preparing a Master's thesis are somewhat more detailed. These exceptions are mentioned in the reporting instructions.



Another aim of these instructions is to emphasise the importance of coherent writing and a polished layout. A finished and well-organised presentation helps the reader to assimilate the information. The language in written assignments at Lappeenranta University of Technology must be flawless and correct, and it must include widely used technical vocabulary (Study Guide 2007-2008, 387).



These instructions are based on the instructions prepared by Heidi Mononen in the year 2002 for the course 040302000 Thermodynamics Engineering.



2 ORGANISATION OF A LITERATURE REPORT Nykänen’s (2002) recommendations for the organisation of a report are presented in Appendix 1. Bound reports (such as a Master’s thesis) include a title page, which displays the most important identification information regarding the report. In assignments, the title page is replaced by a cover page. The layout of the cover page is presented in these instructions. Detailed requirements concerning the Master’s thesis title page and covers are available in the instructions for preparing a Master's thesis.
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An abstract is not always required for shorter assignments and seminar reports, but it is a mandatory part of a Master's thesis. The abstract is placed before the table of contents. International students may write the thesis in English only. The layout of the abstract is presented in these instructions. Further information on the preparation of the abstract can be found in the Master’s thesis instructions.



The table of contents lists all of the headings and their page numbers in chronological order. Decimals are used in the table of contents and the headings in the body text (a period is used as the decimal separator). The heading indentations are all at the same level, i.e. their alignment is the same (see the table of contents of these instructions). A separate list of figures and tables can be included at the end of the table of contents. (Study Guide 2007-2008, 386.)



If needed, a list of symbols and abbreviations is placed immediately after the table of contents. The list contains all of the symbols, abbreviations and terms that are not selfexplanatory. The symbols are categorised and listed in alphabetical order, e.g. first Roman symbols, then Greek ones and finally abbreviations. (Study Guide 2007-2008, 387.) As for sub- and superscripts, numbers come first and are listed from the lowest to the highest, then letters in alphabetical order.



A Master’s thesis may also include a foreword or acknowledgements, in which the author may thank the supervisors, examiners, etc. More detailed instructions on the contents of the acknowledgements can be found in the Master's thesis instructions.



The actual report is opened with an introduction. The aim of the introduction is to awaken the reader's interest in the study and introduce him or her to the topic. The introduction may describe, for instance, the background, scope and goals of the work. It does not, however, include detailed descriptions of the theory or results. (Study Guide 2007-2008, 387.)



The most important part is the actual discussion. This part should be divided into chapters with headings if the text is relatively long. The headings should be identical to those in the
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table of contents. The presentation and organisation are determined by the topic. A typical way to organise a report is to first discuss the material and theory, followed by the methods and finally the conclusions. (Study Guide 2007-2008, 387.)



Assignments and seminar reports are closed with a summary and conclusions. The summary briefly presents the most important points and the results of the work. In addition, the results are discussed and conclusions are drawn from them. At the end of a Master’s thesis, there is usually a chapter titled “Conclusions” or two separate chapters titled “Discussion” and “Conclusions”. Further information is available in the Master’s thesis instructions.



3 REFERENCING The text must include references to the sources used. At the Department of Energy and Environmental Technology, referencing is carried out based on the author-and-date method, i.e. the Harvard system. In the Harvard system, references consist of citations in the text and a detailed list of references at the end of the report.



The purpose of a reference is to provide sufficient information on a source used in the study, allowing the reader to consult the original source for further information. You should refer to the original and most recent sources. (Study Guide 2007-2008, 388.) If no new studies have been published on the topic in question, also older ones may be used.



Referring to a source means that you explain the contents of the source material in your own words. Direct citations, on the other hand, are placed in parentheses (“ ”).



3.1 In-text Referencing In the Harvard system, the reference is placed in parentheses directly into the text to indicate the passage that has been cited. The reference allows the reader to find the detailed information on the source easily in the list of references.
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Typically, the reference mentions the author (the last name is sufficient, unless several sources have the same last name), the publication year and the page number. Please note that the author does not always have to be a person, but also for instance an organisation. If the source does not mention who the author is, the reference should include the name of the publication instead of the author. (Nykänen 2002, 77.) For example:



--Every referencing system requires that the source be identified in connection with the passage that has been cited (Nykänen 2002, 76).--



--The Master's thesis should primarily refer to the original sources (Study Guide 2007-2008, 388).--



In the Harvard method, a very common way of referencing is to mention the author (or the name of the publication if the author is unknown) within the text body (Nykänen 2002, 82). For example:



--According to a study conducted by Möttönen (2007, 68), a pike is a fish.--



If the source has no more than two authors, both are mentioned in the reference by last name and separated with the word ‘and’ or the symbol ‘&’. If there are three or more authors, only the first one is mentioned, followed by ‘et al.’. (Nykänen 2002, 83.)



If you reference several works published by the same author in the same year, lower-case letters (a, b, c…) are added after the publication year to help distinguish the sources. Thus, the same alphabetical organisation is used also in the list of references. (Nykänen 2002, 77.) For example: --A pike is a fish (Möttönen 2007a, 68).--



--A perch is also a fish (Möttönen 2007b, 55).--
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The references and the information required in them depend on the source. Table 1 presents some typical sources and the related referencing techniques. Further information is available in related literature. Table 1. The most common source types and referencing techniques according to the Harvard system. (Nykänen 2002, 81-83)



Source



Referencing technique



Publication with one or two authors



(Author/authors



publication



year,



page



numbers), e.g. (Möttönen 2007, 55, 62), (Möttönen and Makkonen 2007, 15) Publication with three authors or more



(Möttönen et al. 2007, 18-19).



Publication with an editor as the author



(Möttönen (ed.) 2007, 15)



Publication with an unknown author



(Title publication year, page numbers), e.g. (Study Guide 2007-2008, 388). In this particular case, the year of publication may be omitted.



Legislation



A law can be referred to according to its title or its official short version and the date of entry into force. It is also customary to mention the section and possibly also the subsection. For example: the Environmental Protection Act: (Environmental Protection Act,



section



Protection



Act,



Environmental



22) 4



or



(Environmental



February



Protection



2004/86); Decree:



(Environmental Protection Decree, section 36,



subsection



a)



or



(Environmental



Protection Decree, 18 February 2000/169). Standard



(Standard reference number: publication year, page number), e.g. (SFS-EN ISO
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14001: 2004, 5) Presentation



(Möttönen, conference paper 12 March 2007)



Interview



(Möttönen, telephone interview 12 March 2007)



E-mail



(Möttönen, e-mail 12 March 2007)



3.1.1 Location of the In-text Reference



An in-text reference is typically located before the period closing the sentence or phrase referenced. If the reference concerns the entire preceding paragraph, it is placed at the very end of the paragraph as if it were its own sentence, including a period within the parentheses. (Nykänen 2002, 84.)



3.2 List of References Each source referred to in the report is documented in a list of references or a bibliography. According to the Harvard system, the sources are listed in alphabetical order. This is carried out according to the first author of each publication. If the author is unknown, the alphabetisation is based on the title of the publication. If you refer to more than one publication from the same author, the publications are listed according to the year of publication from the oldest to the latest. If you reference several works published by the same author in the same year, lower-case letters a, b, c… are added after the publication year both in the in-text references and in the reference list. (Nykänen 2002, 77.)



The list of references first mentions the last name of the author, then the first name or at least its initial. If the publication has no more than three authors, they are all mentioned in the list of references. Otherwise, the first author followed by 'et al.' is sufficient. If the author is not the writer of the publication but, for example, its editor, this must be
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mentioned in the reference list. This is done with the abbreviation 'ed.', which is placed in parentheses after the author's name. (Nykänen 2002, 78.)



More detailed instructions on the information required in the list of references according to the Harvard system are given in Appendix 2. Also the table of contents at the beginning of these instructions is a good example.



3.3 Referencing Electronic Documents Electronic sources should be examined with a critical eye, and referring to them is recommended only if no other original source exists (Study Guide 2007-2008, 389).



The rule in referring to electronic documents is that they should be described in as much detail as printed sources. Further information on referencing electronic documents is available in related literature.



4 LAYOUT OF A REPORT With regard to legibility, a neat layout is very important. Below are some guidelines regarding the layout.



4.1 Use of Figures, Tables and Appendices It is a good idea to illustrate your text with figures and tables. They are numbered consecutively and captioned. The captions of tables are placed above the table and those of figures below the figure. Figures and tables should be referred to in the text body, preferably before they are introduced. (Study Guide 2007-2008, 388.)



Large figures, tables, long equations and other supporting material can be appended, if needed. Also appendices are numbered consecutively, given a heading and referred to in the text body. (Study Guide 2007-2008, 389.) There are two established techniques for
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entitling and numbering appendices. Further information on them is available in the Master’s thesis instructions.



4.2 Use of Equations Equations and other mathematical expressions must consist of standardised symbols, if any exist. You may use your own symbols only if there are no applicable standardised or established ones. (Study Guide 2007-2008, 388.) For further information on the use of symbols, please see Table 2.



The symbols in an equation must be explained when they are used for the first time. Equations must be written clearly, each on their own line, and indented. Equations are numbered consecutively or by paragraphs so that the number is in parentheses on the right side of the equation and aligned to the right. References to an equation can be made only after it has been presented, with certain exceptions. (Study Guide 2007-2008, 388.) For example:



pV = nRT



(1)



p = pressure [Pa] V = volume [m3] n = mass [mol] R = universal gas constant 8.314 J/molK T = temperature [K]



4.3 Other Layout Assignments and seminar reports are written in English and typed on a computer. Students taking part in degree programmes in English also write their Master's thesis in English (Study Guide 2006-2007, 113). Further information on the formulation of reports is available in Table 2.
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Table 2. Layout of written reports. (Study Guide 2007-2008, 388; SFS 4175: 2006, 19)



Sheet size



A4



Printing



One-sided (Please note! The pages in a Master's thesis may also be double-sided. In such cases, you should remember that odd and even pages have different margins.)



Font 1st level heading



TIMES



NEW



ROMAN



14



BOLD,



CAPITALISED 2nd level heading



Times New Roman 14 bold



3rd level heading



Times New Roman 12 bold



Text body



Times New Roman 12



Figure captions



Times New Roman 10, placed under the figure (Figure x. Caption.)



Table captions



Times New Roman 10, placed above the table (Table x. Caption.)



Spacing



1.5



Margins Left and right



Left 35–50 mm, right approx. 20 mm



Upper



30–35 mm



Page numbering



Upper right-hand corner. Page numbering typically starts from the table of contents, but the numbering is shown only after the table of contents.



Paragraph



Paragraphs are justified and hyphenated. Each paragraph starts from the left margin, there are no indentations and there is an empty line between paragraphs.



Symbols



Symbols are italicised (sub- and superscripts are in regular font, unless they refer to a variable), units are in regular font; there is a space between the value and the unit (with certain exceptions, e.g. there is no space between the value and the symbol ‘%’); the decimal separator is a period. Vectors are in bold and italicised (or italicised with an arrow). For example: qm1 = 75 kg/s, T = 20 ºC = 293,15 K, x = 20%
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Mathematical functions and



Written in regular font.



operators



For example: sin, log, lim, etc.



5 SUMMARY These reporting instructions present guidelines for assignments and seminar reports at the Department of Energy and Environmental Technology. They may also be applied to Master’s theses.



Additional information on the organisation and layout of written reports is available e.g. from publications in the list of references and SFS standards. Detailed requirements concerning the organisation and layout of a Master’s thesis are available in the instructions for preparing a Master's thesis, which can be found at the end of the Study Guide and in electronic form on the university web site.
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Appendix I, 1



Organisation of a Report (Adapted from: Nykänen 2002, 63-75)



Beginning



Sections



Contents



Title page



Title page: author, title, publisher, location of publisher,



edition,



assistants,



name



of



publication series and serial number. For the title page of a Master’s thesis, please see the Master’s thesis instructions. Abstract



The abstract is an independent representation of the contents of the report itself. Based on it, the reader should be able to decide whether reading the entire report is worth his/her while. The abstract should not include the author’s personal opinions or assessments.



Foreword or



The aim of the foreword can be e.g. to briefly



acknowledgements



define the main idea of the study and why it is



(optional)



important. For more details on the contents of the acknowledgements in a Master’s thesis, please see the Master's thesis instructions.



Table of contents



Headings,



subheadings



and



their



page



numbers; related material, such as video recordings. A separate list of figures and tables can be included at the end of the table of contents. List of symbols,



Symbols, abbreviations and terms used in the



abbreviations and terms



report, including their explanations. This is



(if needed)



required for expressions that are not selfexplanatory or obviously familiar to the reader.



Body text



Introduction



Background, scope and objectives of the work. No detailed descriptions of the theory, methods



or



results.



The



aim



of



the



introduction is to awaken the reader's interest.



Appendix I, 2



Actual topic



Discussion on the topic. Description of the research



material,



methods



and



theory,



presentation of the results and their critical analysis. Conclusions and



Conclusions drawn from the results. May also



recommendations



include



concrete



proposals



for



future



measures. Summary



The summary briefly recapitulates e.g. the starting point of the research, its main contents, results and conclusions.



References



Detailed



information



on



all



sources



referenced. End



Appendices (if needed)



Appendices may include figures and tables which are too large to be included in the body text. In addition, material related to the topic but not an essential part of the study may be appended.



Appendix II, 1



List of References according to the Harvard method (Nykänen 2002, 87-108) Source type



Formulation of reference



Independent



Author(s) or editor(s)*. Publication year. Title*. Assisting



publications



author(s). Edition*. Place of publication*: Publisher. Number of pages. Serial code.1 Notes. ISBN*.



Articles or volumes



Author(s) of article or volume*. Publication year. Title of article or volume*. In: Author(s) or editor(s)* of host document, title of host document*. Assisting authors of the host document. Edition*. Place of publication*: Publisher. Page number in the host document*. Serial number. Notes. ISBN/ISSN.



Journal papers



Author(s)*. Publication year. Title*. Assisting authors. Title of journal*, year of publication and/or volume2*: Issue2*. Page number in the journal*. Notes. ISSN*.



Standards



Reference number of the standard. Publication year. Title of the standard. Standardisation society. Edition. Place of publication: Publisher. Number of pages. Notes.



Legislation3



Short or full title, date of entry into force/number. Full title of the statute (if not given above). (For example: (Environmental Protection Act, 4 February 2000/86.) Directives: Year/directive number/abbreviation of the legislative body. Title of directive. Information on the Official Journal in which the directive was published. (For example: 2003/87/EC. Directive of the European Parliament and of the Council of 13 October 2003 establishing a scheme for greenhouse gas emission allowance trading within the Community. OJEC No. 275, 25 October 2003.)



Appendix II, 2



Final theses



Author. Year. Title. Type of thesis. Name of educational institute, department/laboratory/degree programme. Place of publication. Number of pages. Notes.



Unpublished



Author(s). Year. Title. Assisting authors. Number of pages. Notes.



sources4 Interviews



Interviewee’s name. Year. Interviewee’s degree, job title, organisation. Location (=city/municipality). Nature of interview (=telephone interview, press conference, etc.), date. Notes.



Presentations



Author(s). Year. Title of presentation. Title, place and date of event. Organiser of event. (Notes.)



Electronic



For instructions on referring to electronic documents, please see



documents



the standard SFS 5831 or the web site of the LUT library.



According to standards, points marked with an asterisk (*) are compulsory, but if the information is not given in the publication, it may be omitted. Optional information, on the other hand, is either given or omitted systematically for all publications. The edition is mentioned only if there are more than one. (Nykänen 2002, 86-87) 1



The serial code means the title of the publication series and the number of the publication in that series.



(Nykänen 2002, 80). For example: VTT Tutkimuksia 629. 2



The volume of a journal means its annual set, and the issue means the specific journal within that volume,



in which the article was published (Nykänen 2002, 89). 3



Legislation does not necessarily need to be included in the list of references because the in-text reference is



sufficiently specific (Nykänen 2002, 95). 4



Unpublished sources may include e.g. lecture notes or an organisation's internal memorandums (Nykänen



2002, 96)
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