


Guidelines for Internship Report writing
Department of ___________________
IoT, Jigjiga University
· Contents of Project report
The Project Report should contain the items as outlined below and is to be presented in the order as listed.
· Number of Copies to be submitted to the Department
One number of copies has to be prepared.
· Requirements for Report Writing
Your report should meet following standards:
· White papers only of A4 size (A3 for drawings)
· Font Name: Times New Roman (for normal text)
· Font Size: 12 pt (for body of text)
· Left Margin: 3 cm
· Right Margin: 2.5 cm
· Top Margin: 2.5 cm
· Bottom Margin: 2.5 cm
· Line Spacing: 1.5
· Paragraph Spacing: 18 pt
· Guidelines
1. Follow following standard for headings
Font Size:
· Chapter title 16 pt (Bold) title case
· Heading e.g. 1.1 14 pt(Bold) title case
· Subtitle e.g. 1.1.1 12 pt (Bold) title case
· Subtitle e.g. 1.1.1.1 12 pt (Bold) title case
2. There should be uniformity in writing headings and sub-headings in all chapters.
3. Page numbers
· All pages before the main chapters should be in Roman numbers. 
· All pages of chapters should be in natural numbers.
· All pages of appendices should continue number from chapters. 
· Page numbers should at bottom right corner of each page.
4. To indicate a figure, write below the figure and the format should be Fig. 1.1.
5. To indicate a table, write above the table and the format should be Table 1.1.
6. All the figure captions and table captions should be 12 size, bold and title case.
7. Figures used in the report should not be blur.Candidate should try to draw the figures on their own using AutoCAD, ArchiCAD etc.
8. All the figures and tables should be mentioned/referred/explained in the adjoining paragraphs.
9. Always number the equations, tables and figures chapter wise, for e.g. 4thfigure in chapter 5 will bear the number Fig.5.4.
10. Equations should be written compulsorily using Math Type equation editor.
11. Never write report in first person i.e. "I will do this". Instead write author....
12. All the mentioned references should be cited in the report compulsorily.
13. The sequence of chapters should be like this
1. Chapter1 Introduction 
1.1 Introduction to Project
1.2 Objectives of Project
1.3 Scope of Project
1.4 Summary of Project
2. Chapter 2 Background of Industry/Organization
2.1 Company Profile
2.2 Organizational Structure
2.3 Information of the department/unit where the Project is conducted
2.4 Work flowchart of the industry/organization
3. Chapter 3 Overall information about the Project
3.1 Details of the Project
3.2 Research Methodology / Flowchart
4. Chapter 4 Specific Information on the Project
4.1 State clearly the objectives of the project
4.2 Execution of the project
4.3 Results of the relevant project
4.4 Ability to analyse, solve problems, connecting information, procedure of the relevant project to the field of study.
5. Chapter 5 Conclusion
5.1 Conclusion of Report
5.2 Limitations and Recommendations
14. After introductory chapter, each chapter should have an introduction & conclusion.
· Introduction should consist of brief detail of the just of current chapter & should link with the previous chapter
· Conclusion will consist of an overview of the heads covered in current chapter & how it will lead to next chapter.
15. Abstract
The 250 word abstract shall highlight the important features of the project report. The Abstract in the project report, however, shall have two more parts, namely, the layout of the project report giving a brief chapter wise description of the work and the key words.
16. Appendices
Detailed information, lengthy derivations, raw experimental observations etc.are to be presented in the separate appendices, which shall be numbered inRoman Capitals (e.g. “Appendix IV”).
17. ARRANGEMENT OF CONTENTS:
The sequence in which the project report material should be arranged and bound should be as follows:
1. Title Page (sample ‘A’ given)
2. Certificate (sample ‘B’ given)
3. Table of Contents
4. List of Figures (if any)
5. List of Tables (if any)
6. List of Symbols (if any)
7. Abbreviations (if any)
8. Chapters
9. References
10. Appendices
18. BINDING SPECIFICATIONS:
Reports are to be Spiral bound. Number of pages should be minimum 25.
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