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The report should be double spaced and 12 point font

Abstract
The abstract is a clear, concise, and complete summary of the project, including the purpose, methods used, results, and major conclusions.  Although the abstract is the first section that the audience reads, it is usually the last section that the author writes.  The abstract should be one or possibly two paragraphs in length and appear on the title page.

The abstract will repeat information provided in the report.  The abstract is not an introductory section of the report, but must be able to stand alone.  Some people may read it and continue on with the report; others may never read the rest of the report.  Your job is to entice the reader to continue reading the report.
Poor example: " In this lab, it was first concluded that the best or optimum pH for bean seed germination was 5.6".   

Better example:  "The optimum pH for bean seed germination is 5.6.”
Introduction
The report introduction will resemble the abstract, but it must include other information as well.  Don’t worry about anything that seems repetitive or redundant with the abstract; repetition here is alright because the abstract is not a replacement for the introduction.  The introduction is not supposed to flow from the abstract – they are distinct entities within the report.  

The report introduction serves to introduce the reader to the report that follows.  It needs to draw the reader in, to make her/him interested.  The introduction offers more kinds of information than the abstract did.  To write an effective introduction, try to include the following information:

· any background information that will help orient the reader (the need for the experiment). 
· a statement of the experiment’s results 

· a statement including any limitations of what it does and does not offer to the reader. 
· An explanation of the conclusion of the experiment 
DO NOT USE FIRST PERSON! i.e., do not use “I” or “we”. The document should be double-spaced.  The margins should be one inch on all sides.  The Introduction section should include the pertinent literature and background from other sources (if appropriate).  These references must be listed in the Reference section. 

Methods 

This section is where you tell how you preformed your experiments or field study. This section is short and to the point explaining to someone exactly how the field study was done so that if someone wanted to repeat the study they could recreate it exactly the way your did. 
Results
In this section, describe the results.  Remember to refer your reader to specific Figures, maps Tables and graphs where applicable and show your calculations.  Note that it is preferable to have Figures and Tables close to the text where they are discussed.  The goal here is to report the results – NOT to discuss whether they are good or bad results, NO OPINIONS HERE.  Usually the trends in a graph are pointed out, but not fully explained.  The discussion of the trend is saved for the Discussion section.

Discussion and Conclusions 
This is the heart and soul of your report, where you summarize your findings and explain your data 

Analyze WHY you got the results you did ... BE SCIENTIFIC !  THINK!!!   This is your chance to show you understood the experiment.  In the discussion, you should point out how your experimental results compare with research or theory, and suggest and explain reasons for deviations (in other words how does your data differ from data from other resources). USE NUMBERS FROM DATA TO SUPPORT FINDINGS! Discuss any errors or improvements that could be corrected if someone else was to perform the study. 
Summarize the project goals and the major findings in a paragraph OPINIONS GO HERE.  There may be repetition with the Abstract, but again that is okay.
References (APA format) on separate page in back of report 
Your report must include at least two references. All references must be sighted in APA format. 
When you quote or refer to the reference article or book in your report you must state it. 
For example: 

                  If you are directly quoting from a work, you will need to include the author, year of publication, and the page number for the reference. Introduce the quotation with a signal phrase that includes the author's last name followed by the date of publication in parentheses.

According to Jones (1998), "Students often had difficulty using APA style, especially when it was their first time" (p. 199). 

Jones (1998) found "students often had difficulty using APA style" (p. 199); what implications does this have for teachers?

If the author is not named in a signal phrase, place the author's last name, the year of publication, and the page number in parentheses after the quotation.

She stated, "Students often had difficulty using APA style" (Jones, 1998, p. 199), but she did not offer an explanation as to why.
Resources you use need to be listed at the end of the report in a reference section. These must be in alphabetical order by author’s last name. 

Different types of resources are listed differently: 

Books have the following elements in the reference: 

(1)Author/Editor/Producer (2) Date (3) Title (4) Publication Information

Example: [1] King, M. (2000). Wrestling with the angel: A life of Janet Frame. Auckland, New Zealand: Viking.

Periodical/article have the following elements in the reference: 

(1) Author(s) (2) Date (3) Title of article (4) Title of Periodical (5) Volume, Issue and Page numbers

Example: Sainaghi, R. (2008). Strategic position and performance of winter destinations. Tourism Review, 63(4), 40-57.

Website have the following elements in the reference: 

1) Author (2) Date (3) Title (4) Retrieval statement
Example:  Statistics New Zealand. (2007). New Zealand in profile 2007. Retrieved from http://www.stats.govt.nz
Resources you use should be peer reviewed. This means that a group of scholars (PHD) have reviewed the article and it is of good quality. You can search for a scholarly article on the public library site or on Google scholar . They will be in APA format if they are peer reviewed
If you need more help visit the following website: http://owl.english.purdue.edu/owl/resource/560/01/
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