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CALENDAR DESCRI PTI ON

ENVI RONVENTAL PRQIECT WR 323-4

COURSE NAME COURSE NUMBER

PHI LOSOPHY/ GOALS:

This course affords the student the opportunity to develop initiative
and self-reliance while working on an environnental related project

that he/she has personally chosen. The projects nmay be selected from
a wde field which could cover one or nore of the follow ng areas:

(A) Analysis of existing technol ogical problens.

(B) Creative design.

(O Experinental investigations/technical literacy
i nvestigati ons.

(D Real-life problens suggested by industry, community
at large, and/or innovative ideas of the student, the
faculty or other.

The specific objectives are given on the attached.

METHOD OF ASSESSMENT ( GRADI NG METHOD) :

The student wll be assessed by letter grade based on the follow ng
aspects, weighted on a percentage basis as shown.
Weight (%
1. Project organization 10
2. Level of effort 10
3. Semnar presentation and attendance 20
4. Report - Gaphics 60

Structure
Literary Quality
Technical Qality

Each of the above aspects of the project nust be acceptable to the
i nstructor.

G adi ng; A+ = 90-100%
A = 80-89%
B = 70-79%
C = 60-69%
A m ni mum conposite grading of 60%w !l be required for

the successful conpletion of the course.
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W'R 323-4 ENVI RONMENTAL PRQJECT

OBJECTI VES
The student will be able to:

1. Learn effective nethods of problem solving on an independent
basi s.

2. Gin experience in the organization, timng and scheduling of
wor k.

3. Learn the use, selection, etc. of the associated manual skills
of sinple tools, equipnent and materials involved in the project.

4. Devel op and/or inprove self-confidence via satisfactory
achi evenent.

5. @in practical experience and technical know edge in a
technol ogi cal and/or scientific field.

6. Achieve an acceptable level in oral and witten comunication via
oral presentation of the report and witten formal report.

GENERAL REQO REMENTS

The student will be required to carry out any necessary field

i nvestigations, data collection, bench scale nodel construction,
experinents, |aboratory testing and literature review. In addition, a
hi gh degree of self-notivation, organization, technical ability and
conmuni cation skills will be expected.

During the course of the project, typed subm ssions of the follow ng
will be required:

TOPI C
OBJECTI VES
PROPOSAL
DRAFT REPORT
FI NAL REPORT

Each student will be expected to prepare a schedule for the project in
conjunction with the Proposal, and to maintain an up-to-date diary of

project activities. The final report is to be bound and submtted in
dupl i cat e.

The successful conpletion of the course includes sem nar presentations
of the Proposal and the Project by the student. The Proposal
Presentation is to include a typed subm ssion of the title page, the
objectives and a summary page of the project proposal for distribution
prior to the presentation. The time intervals for the proposal "and the
project presentations will be 10-20 mnutes and 20-30 m nutes,
respectively, followed by questions and di scussions.
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TI METABLE

The project should be carried out in accordance with the follow ng
timetabl e:

Topic Submtted February 3, 1989
oj ectives Submtted February 24, 1989
Proposal Submtted March 31, 1989
Proposal Presentation April 10-21, 1989 *
Draft Report Submtted June 30, 1989
Final Report Submtted August 4, 1989

Failure to submt the Proposal and to nmake arrangenents for the

subsequent Proposal Presentation by April 21 will result in an "R
grade being given, with the result that the course nust be
repeated in its entirety. Al so, the final report nust be

submtted on or before August 4, 1989.

* The Proposal Presentation nmay be scheduled earlier on an
i ndi vi dual basi s, | f desi red, by the student.
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WR 323-4 ENVI RONMENTAL PRQJECT
REPORT FORVAT

In general, specific identifiable areas that a Final Format Report
should contain are:

(a) THE FRONT PART

Fly leaf, letter of transmittal, title page, synopsis
(abstract), table of contents, list of figures
(illustrations), list of tables.

(b) | NTRODUCTI ON

Ceneral introduction to report could contain background
knowl edge and information, historical information, rationale
for project, pertinent inportant theory (laws, equation,
etc..) necessary to do the project.

(c) BODY
Actual data and/or information verifying the project and
directly relates to topic —contains experinental and/or
technical data and information, tables, figures, etc..

(d) DI SCUSSI ON

Interpretation and di scussion of technical and/or experinental
data and/or information within the body, recommendation, etc..

(e) CONCLUSI ON

Basically answers or correlates with introduction and topic,
brings out specific points discovered or elucidated from the
experinmental and/or technical data or information.
Generalized statenments of inportant and pertinent facts in
regards to the topic, introduction and body can be made.

(f) APPENDI X

Necessary but uninportant (extraneous) information can be
included here that relates to the topic and is needed for
further explanation BUT DOES NOT HAVE TO BE | NCLUDED I N THE
REPORT.

(g) BI BLI OGRAPHY
Chronol ogical listings of reference textbooks, periodicals

that are used and referred to in the report. They are listed
in order of usage and the proper format nust be adhered to..
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CENERAL  COMMENTS

Witing

The style of a Scientific report is concise. S nce the
report is nornally witten after the work is conpleted, the third
person past tense is used nost frequently. Any personal pronouns
(I, we, you, they, etc.) are avoided. Abbreviations such as tenp,
and press, are never used, but abbreviations such as °c, niL, g,
etc., that are frequently used in scientific calculations, are
acceptable. If in doubt, do not use an abbreviation.

The material to be presented should be outlined and then
arranged in a logical pattern to fit within the franework of the
report format. The body of the work can be divided into sections
and subsections as required. The material should be presented
such that it leads up to the end section of the report. This
| ends enphasis to this nost inportant section.

Typi ng

In nost instances the author of a report will use the
services of a stenographer for the typing of the report. It is
the responsibility of the author to give the typist sufficient
help and directions that the report can be typed with the proper
spacing and format. The author shoul d thoroughly check the fina
typed copy for any errors in spelling, punctuation, granmmar,
format, etc. Al such errors are the fault of the author and not
the typist.

The fornal |ayout of the pages are of two basic types as
fol | ows;
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WR 323-4 ENVI RONMENTAL PRQIECT
vem 2.-Saln
AL

MAIN HEADINGS ARE TYPED 1 1/2" FROM TCP OF PACE
AL

Title should be centered on the first |ine bel ow t he

top nmargin using capital letters only. Never underline or

use quot ati on marks.

The text of the paper begins on the third line, as
iIllustrated above, and is double spaced. Al nmaterial,

AH.Odm except the page nunber, nust be within the margins. J.'SY*cm

THE ABOVE | LLUSTRATES THE SET UP CF ANY

FIRST PACE - SYNCPSI S, TABLE OF CONTENTS, NEW CHAPTER
Bl BLI O&RAPHY, ETC.

Never type anything beyond this line with the

exception of page nunber.
_yK
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1N am

\L : :?. '"Netm

AN

Typing begins on the first line belowthe top nargin, as
illustrated here. The page nunber on every page, using
this format, should be placed on the second or third

|l ine above the top margin and just inside the right hand
margin. The page nunber is the only thing that may

appear outside the nargins.

THS SET UP | S USED FOR THE BADY OG- THE REPCRI.

Never type anything beyond this |ine.

t"N <irn



Letter of Transmttal

The author of the report addresses a fornal business style
letter to the person to whomthe report is submtted. The letter
states the title of the report and the purpose for submtting the
report. The letter of transmttal is always nunbered in snall
Roman Nunerals and is page i, however; the page nunber is never
typed on the letter.

Titl e Page

The title page contains the follow ng infornation neatly
spaced and centr ed:

a) SAULT OOLLECGE OF APPLI ED ARTS AND TECHNOLOGY

b) SO ENCES & NATURAL RESOURCES DEPARTMENT

c) Water Resources Engi neering Technol ogy

d TITLE O THE REPCRT

e) Author's Nane

f) Date submtted
Normally (a), (b) and (d) above are typed in capitals
only. In addition, the title of the report is
underlined. Al remaining typing is to be done with
capitals and | ower case letters.

The title page is page ii of the report and simlar to
the letter of transmttal, the nunber is not typed on
t he page.
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Synopsi s

The synopsis is a brief digest of the nmaterial contained
in the report. It should never be nore than one page in |ength.
The function of the synopsis is to tell the reader the contents of
the report without requiring the reader to go through the whol e
report.

The synopsis is page iii of the report and is the first
page upon whi ch the nunber appears. S nce this page has a title,
the nunber is placed at the bottomon the page.

Tabl e of Contents

The table of contents is a neatly spaced listing of the
parts of the report and their page nunbers. This page is nunbered
in small Ronman Nunerals at the foot of the page.

List of Illustrations

The list of illustrations is a neatly spaced listing of al
figures, illustrations, graphs and the |ike, that are contained in
the report and their respective page nunbers. This page is
nunbered in snall Roman Nunerals at the foot of the page. If
there are no illustrations in the report this page woul d not be
used.
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Li st of Tabl es

The list of tables is a neatly spaced listing of all tables
used in the report and their respective page nunbers. This page
Is nunbered in snall Roman Nunerals at the foot of the page. |If
the report contains only a fewor no tables this page is omtted.
If the tables are nunerous or if they contain essential data which
mght be referred to fromtinme to tine, they should be |isted.

BADY OF THE REPCRT

| nt roducti on

This section is the beginning of the actual report and
should lead directly into the topic of the report. The
introduction nay be as brief as one paragraph or it nay cover
several pages, depending on the material being presented. The
first page of the introduction is page 1 of the report. S nce
this page has a title, the nunber is placed at the foot of the
page. A | subsequent pages are nunbered in Arabic nunerals to the
end of the report.

QG her Sections

The material to be presented in the report is organi zed
into a logical pattern of presentation and is then broken down
into a series of headings and subheadi ngs. The actual headi ngs
and subheadi ngs used depends on the topic being presented. |If
required, the nmaterial can be divided into further headi ngs, but
usually two divisions are sufficient. There nmay be occasi ons
where three different types of headings clarify the report.
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End Section

If one section of the report is to be singled out as the
nost inportant it would have to be this one. The title used for
the section varies depending on the author and the report. It nay
be titled Concl usi ons, D scussion of Results, Reconmendations, or
even End Secti on.

It is in this section that the information presented in the
report is drawn to a close. Also, this section is used to nake
recommendations for future work. This section is so vital to the
report as a whole that it enhances the report if properly witten
or it can ruin the report.

Appendi x

As many appendi xes as required nay be used. Generally they
contain information which is related to the report and not
required to be part of the main body. Sonetines lengthy lists of
data, statistical infornmation and the like that are referred to in
the report are placed in an appendix. This allows the reader to
go through the report w thout having to sort through long Iists.

It is a nethod by which infornation can be included in the report
whi | e keeping the body of the report concise.
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Bi bl i ogr aphy

This section is sonetines called "List of References" or
"Literature Oted" as it is general practice in scientific papers
to list only the works that are specifically referred to in the

report. This list is arranged al phabetically by author's surnanes
and nunbered consecutively.

Since the spacing requirenments for footnotes lead to typing
problens they are seldomused in scientific reports. Most
references are nmade to the bibliography and the nunber used in the
report refer to those in this section.

Ref erences to books should contain the foll ow ng

information in the order given: (see also exanples 1 and 2
fol I ow ng)

Author's nane, surnanme followed by initials

Title of book (underlined), edition (if not the first
edition)

Publ i sher and | ocation

Year of publication

Page nunber

If the reference is to an article the infornation required

Author's nane, surnane followed by initials
Title of article

Title of publication (underlined)

Vol une and publication date

Page nunber
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Exanpl e #1

1

Gould, E.S., Mechanismand Structure in Organic
Chem stry, Holt, Rmehart and W nston, New York, (1963).

Jones, MM, Nature, 185, 96 (1959).

Rut hven, C R J., West-European Synposia on dinica
Chem stry, 2% The dinical Chem stry of Monoam nes, ed.
by VarTey, H, Gowenlock, A H, 39-47, El sevier
Publ i shi ng Conpany, Ansterdam (1963).

4. Carrol, J.E., Masters Thesis, University of Wndsor
(1969).

Example f2

1. Johnson, T.P., Part I: How Wl Do You Infornf, Chem ca
Engi neering, March 14, 1966.

2. Johnson, T.P., Oganize the Report for Fast Witing,
Easy Readi ng, Chem cal Engi neering, June 30, 1969,
p. 104-10.

3. Turabian, K L., A Munual For Witers, 4th ed.,
Uni versity of Chicago Press, Chicago, 1973.

4. Vinci, v.. Ten Report Witing Pitfalls: How to Avoid

Them Chem cal Engi neering, Decenber 22, 1975, p. 45-8.




