Mechanical & Aerospace Engineering Department

Guidelines for Graduate Project/Thesis
Oral Presentation and Report

Following your preparation of the Graduate Project/Thesis Proposal and receiving approval by
your Study Committee Chair, you are expected to work closely with your Committee Chair and
your Committee Members to prepare for a successful completion of the study. Attached are

guidelines for your semester written reports and oral presentations.

I, acknowledge receiving a copy of these Guidelines and
will inform my Study Committee Chair and Members of the specific time of presentation of my
project.

Signature: Date:




Oral Presentation Guidelines

1% Semester Project/Thesis Presentation:

All presentations are on the ‘dead day’ of the semester (the day before finals begin) from
9:00 am to 5:00 pm.
You need to schedule your presentation through your Committee Chair. First, confirm
his/her availability and then check with your other committee members before requesting
a time slot for presentation.
Each presentation to be 15 minutes long with 10 minutes for questions and answers.
Each presenter to have 7 to 10 overhead foils to include, as the minimum:
1. Project Title, Advisor Name, Student Name, Course No., Date of Presentation.
2. Background on the presenter including: BS degree field of study, and school
received it, date of BS degree awarded; employer name, your title and job activity
(if employed); motivation to do this study.
3. Presentation Outline to include: Introduction, objectives, methodology, and
summary

2" Semester Project/Thesis Presentation

All presentations are on the ‘dead day of the semester (the day before finals begin) from
9:00 am to 5:00 pm

You need to schedule your presentation through your Committee Chair. First, confirm
his/her availability and then check with your other committee members before requesting
a time slot for presentation.

Each presentation to be 40 minutes long with 15 minutes for questions and answers.
Each presenter to have 10 to 20 overhead foils.

The second semester presentation should include items (1) and (2) of the first semester
presentation plus Introduction, objectives, and methodology including analysis and
experimentation, results, discussion, and conclusions, and recommended future work.

Scheduling your presentation

1.
2.
3.

4.
5

Check with the course instructor/coordinator of the available time slots for presentations.
Select a tentative time period.

Consult with your Project/Thesis advisory committee members and confirm a mutually
agreeable time slot for presentation.

Confirm the agreeable time slot with the course instructor/coordinator.

Presentation times will be posted a week prior to the presentation day.



Written Report Guidelines

The quality of a written report carries a message farther than the spoken word and have greater
permanence.

Steps in Writing a Report
The five operations involved in the writing of a report are best remembered with the acronym
POWER.

P Plan the writing

@) Outline the report

W Write
E Edit
R Rewrite

The planning stage of a report is concerned with assembling the data, analyzing the data,

drawing conclusions from the data analysis, and organizing the report into various logical
sections. The planning of a report is usually carried out by considering the various facets of the
work and providing a logical blend of the material. The initial planning of a report should begin
before the work is carried out. In that way the planning of the work and planning of the report are
woven together, which facilitates the actual writing operation.

Outlining the report consists of actually formulating a series of headings, subheadings,
sub-subheadings, etc., which encompass the various sections of the report. The outline can then
be used as a guide to the writing. A complete outline can be detailed to the point at which each
line consists of a single thought or point to be made and will then represent one paragraph in the
report. The main headings and subheadings of the outline are usually placed in the report to
guide the reader.

The writing operation should be carried out in the form of a rough draft using the maximum
technical and compositional skill at the command of the writer. However, do not worry about
perfection at this stage. Once you get going, don't break stride to check out fine details of
punctuation or sentence structure.

Editing is the process of reading the rough draft and employing self-criticism. It consists of
strengthening the rough draft by analyzing paragraph and sentence structure, economizing on
words, checking spelling and punctuation, checking the line of logical thought, and, in general,
asking oneself the question "Why?" Editing can be the secret of good writing. It is better for the
writer to ask himself embarrassing questions than to hear them from his technical readers, his
supervisor, or his instructor. In connection with editing, it has often been said that the superior
writer makes good use of both ends of the pencil.

It is generally good practice to allow at least a day to elapse after writing the rough draft before
editing it. That allows the writer to forget the logical pattern used in writing the report and appear
more in the role of an unbiased reader when editing.



Many mistakes or weak lines of thought that would normally escape unnoticed are thereby
uncovered. The rewriting operation consists of retyping or rewriting the edited rough draft to put
it in a form suitable for the reader. An important tip for preparing a handwritten report draft is to
use every other line on the paper. In that way you will be able to make correction in the empty
lines and use part of your rough draft without doing a complete rewrite.

Suggested Outline to use in Organizing a Report for your MS Project
Title Page
Copyright Page
Signature Page
Abstract
Acknowledgement
Table of Contents
Nomenclature (if applicable)
List of Tables (if applicable)
List of Figures (if applicable)
Introduction
Methodology
Analysis/Modeling
Experimentation
Results and Discussion
Conclusions/Recommended Future Work
References
Appendices

For general format of the report, in particular, the Title page, signature page, and abstract page,
refer to SJSU General Catalog section “Master’s Degree Thesis” under “Manuscript
Preparation.” Note that a Graduate Project, unlike the thesis, would not require “Approved for
the University” on the signature page.

Following may be helpful in providing the writer with additional information and tips in
preparing a report.

The Abstract-A Summary of the Entire Report

An Abstract is a complete, concise distillation of the full report. Although first in the report, it is
always written last. It provides a brief (one sentence) introduction to the subject, a statement of
the problem, highlights of the results (quantitative, if possible), and the major conclusion. It must
stand alone without citing figures or tables. A concise, clear approach is essential. Most abstracts
are short and rarely exceed 200 words.

The Introduction-Why Did You Do What You Did?

An Introduction generally identifies the subject of the report, provides the necessary background
information, including appropriate literature review, and provides the reader with a clear
rationale for the work described. It states the hypothesis or concept tested. The introduction does



not contain results and generally does not contain equations. The use of figures and tables should
be limited in the Introduction.

Analysis Modeling-What Does Theory Have to Say?

An Analysis section describes a proposed theory or a descriptive model, if available. It does not
contain results, nor should extreme mathematical details be provided. Sufficient detail
(mathematical or otherwise) should be provided for the reader to clearly understand the physical
assumptions associated with a theory or model.

Experimental Program-What Did You Measure and How?

The Experimental Program section is intended to describe how experimental results were
obtained. Provide an overview of the approach, test facilities, validations, and range of
measurements. As a rule of thumb, provide just sufficient detail to allow the experiment to be
conducted by someone else. Do not give instructions or commands to the reader; rather report
what was done. If a list of equipment is included in the report. it should be a table in the body of
the report, or it should be placed in an appendix. Uncertainty analysis information can be
described either here or in the Results section. or both. In cases in which both an analysis and
experiment are described. these two sections of the report should complement and support each
other. The relationship of the analysis to the experiment should be clearly stated. If a numerical
simulation was performed, it might be described under a separate heading, such as Numerical
Model, using guidelines similar to those under the Experimental Program.

Results and Discussion-So What Did You Find?

Here you present and discuss your test results and tie them back to your original objectives or
hypothesis. Data must be interpreted to be useful. This transforms raw data into useful results.
When presenting your results, remember that even though you are usually writing to an
experienced technical audience. what may be clear to you may not be obvious to the reader.
Assuming too much knowledge can be a big mistake, so explain your results even if it seems
unnecessary. If you can't figure them out, say so: "The mechanism is unclear and we are
continuing to examine this phenomenon:' Often the most important vehicles for the clear
presentation of results are figures and tables. All of the figures and tables should be numbered
and have descriptive titles. Column heads in tables should accurately describe the data that
appear in those columns. Each table and figure must be explicitly and individually cited and
described in the text of the Results section. Since you have spent significant time in preparing the
plots and tables, you are intimately familiar with their trends and implications: the reader needs
your insight to understand the results as well as

you.

Conclusions-What Do I Now Know?

The Conclusions section is where you should concisely restate your answer to the question,
“What do | know now?” It must support or refute your hypothesis. It is not a place to offer new
facts, nor should it contain another rendition of experimental results or rationale. In a short
summary, restate why the work was done and how it was done, and provide a conclusion to the
work. An appropriate conclusion might be "The temperature measuring system calibrated in this
study was found to indicate the correct temperature over the range 30-250° F with no more than

a *£1°F uncertainty at 95% confidence:" It would not normally be useful or appropriate to



conclude. “The temperature measuring system was tested and worked well.” Conclusions should
be clear and concise statements of the important findings of a particular study; most conclusions
require some quantitative aspect to be useful.

References

The references cited in a formal list should be available to the reader and described in sufficient
detail for the reader to obtain the source with a reasonable effort. References for this document
provide a format guide.

Appendices

Appendices are places to place superfluous but possibly useful information. They should stand
on their own and should not provide information critical to the report that information should be
in the main body of the report. Uncertain whether information should be in an Appendix? Ask
yourself: If the reader did not read the Appendix, would the report be sufficient? It should be!

Writing Tips

1. Accuracy is important, but so is consistency. Define all nonstandard terms the first time they
are used and stick to those terms and definitions throughout all writing on that subject. Err on
the side of clarity if you must err, so that if a particular construction is questionable, add the
extra words that make it longer but guarantee its clarity.

2. Don't overdo significant figures. This is one of the surest ways of convincing the astute
reader that you are an amateur. How many figures can you reproduce for a given
measurement? Use that number.

3. Avoid the use of contractions and possessives and jargon. On occasion, jargon serves a useful
function-one of neatly describing or labeling an otherwise troublesome concept or process.
Still, use jargon only when your audience will understand it and a simple substitution doesn't
exist.

4. Technical writing is often in the third person to focus attention on the subject matter at hand.
The active voice is preferred where possible, but choose the style that suits your writing best.
The important thing is to communicate effectively.

Text and Figure Format

Be sure to allow one inch margins from the top and bottom and % inch from each sides. For
pages with “landscape” format of a figure or diagram, it is customary to turn the page clockwise
to view the content.
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