The following is a possible general outline for a project report.  It is NOT THE solution, but A solution.  There are many  others.  Some items mentioned below may be relevant to your report while others may not be relevant.   What it is important is a concise, chronological and/or procedural development, analysis and results of your project that can be easily read and understood by others not necessarily familiar with the topic.   This outline is an initial point, not the standard, and you are expected to modify or adapt the outline commensurate with any type of project.    Remember that this is college-level work.  Handwritten formulas or charts are not appropriate.  At a minimum, your report should address the following:
Executive Summary.   You will use a military memorandum format for your executive summary. 
It should be a one-page, stand-alone document providing the bottom line (problem, key assumptions, discussion of results, and recommendations).  Remember BLUF: Bottom Line Up Front.  You should start by stating your recommendations.  Make sure you sign it.  An example of a military memorandum can be found at the following link  http://www.dean.usma.edu/math/courses/ma103/admin.htm.  It is probably best to save the file and write over it to maintain the format.
Title/Heading   

A.  Table of Contents.  

B.  Background.  Write a general description of what it is you are trying to solve for in the project.  Assume that the reader was not privy to the reading contained in the project handout.  Start by stating the problem that you are going to solve as well as why it is important, interesting or worthwhile to solve.  

C.  Facts. State known facts that influence the question. You can and should include any given data or circumstances.  Examples are the actual data (tables, graphs, etc.) from your project hand-out.   


D.  Assumptions. State information not known as facts, but which you assume in order to address the real-world problem. Explain why each assumption is reasonable.

E.  Model (Analysis).  This is your detailed description of the logical investigation of the question you are answering.  This paragraph is very specific to your project.  Make sure you clearly define all your variables and state the domains and range of these variables such that people will understand what you are talking about in English as well as math.  Within your detailed description of the logical investigation of the question; incorporate mathematical symbols, expressions, pertinent graphs, tables, and calculations with coherent sentences to convey meaning.  Do not simply write line after line of unexplained equations.  
F.  Discussion of Results. This section is where you analyze the information and results attained from your model.  In this subparagraph you can put all the number crunching and your analysis of your results obtained from your model.  If the calculations get too involved, or were the result of a computer program, some of the data and printouts may be placed in an appendix. The key is that you are describing what is happening mathematically.  Try to explain it so that your Mother or Father or anyone else who is reading your work can understand your work no matter how strong their mathematical background. This is where you put all the writing you wanted to put in your Executive Summary but did not have the room . Discuss the meaning of the mathematical analysis in the context of the original problem’s setting. (Transforming the Math world to the Real world). The computer program you are using has some type of equation editor to make mathematical formulas -  USE IT!! It is not hard to use and it adds a professional touch to your work. The results section contains an analysis of the mathematical reasoning, the conclusion is devoted to a non-technical interpretation of the results.  In this section you should address what the results mean with respect to the real world problem.

G.  Conclusion and Recommendations. Here, you should present your conclusion attained from your results and recommend the course of action dictated by your analysis and results.  Perhaps several courses of action can be prioritized, but a clear recommendation should be made.  Also include any recommendations on how to improve the quality of the current study (e.g., by considering factors that the current study assumed negligible, by varying the assumptions, by adopting a different analytical approach, etc.) or on suggestions for further study.

H.  Appendices:  These are appropriate if the project involves large amounts of tabulated data (such as spreadsheet calculations), annotated sample calculations, detailed mathematical derivations, supporting plots and graphs, computer output, data lists, or supporting material which may be essential to the completeness of the submission, but which would be distracting or unwieldy if placed in the report.  Each appendix must be referenced in the body of the report as an enclosure.  As decision makers may not look at these additional enclosures, do not bury important information solely in an appendix -- ensure you reference it in the main body.
I.   List of Sources. Endnotes are your specific attributions.  You must also include a list of sources, especially if significant research has been done.  You may list a source without having a corresponding endnote, but any endnote should also have a corresponding source listed.  The format for entries is available in The Little, Brown Handbook. 
J.  Endnotes. Keep track of your sources and prepare acknowledgments as outlined in the Office of the Dean’s Documentation of Written Work.  

Some common pitfalls observed in previous years are as follows: 


a.  Ineffective teamwork – Often cadets choose to split the workload in preparing the project submission.  Although this in not discouraged, it is important to consolidate the report and ensure that it is not disjointed.  The project is due at the start of class.  Do not come to class and expect to have time to consolidate the report, punch holes, or perform any other administrative tasks.


b.  Unrecoverable disk errors – Save often.  Hard drives are generally more reliable than floppy disks.  Saving to both the hard and floppy drives further increases the reliability of safe storage.  Always scan disks for viruses when transferring information between computers.


c.  Explain all tables and figures in the report.  Do not expect the reader to interpret them.

Phrases such as “as seen in table 1”, “figure 1 shows”, and “see appendix A for calculations” will assist your explanation.

    d.  Label all figures and tables in accordance with the Little Brown Handbook.  Read pages 208-211.  The table or graph should be positioned such that it is fully contained on one page of the report or that it is separated at an appropriate place.


e.  Spellcheck – You would be astonished at how many projects come in that have not been checked for spelling.  Do not allow your grade to suffer by not taking the extra time to spellcheck.


f.  Proofread – The spell checker does not identify wrong words that are spelled correctly.  Have your project partner proofread your writing and vice versa.  Often times we become too familiar with our work and read what we think it says, not what it really says.


g.  Academic integrity is the hallmark of the United States Military Academy.  Cadet projects must strictly comply with the documentation standards established in the Office of the Dean’s Documentation of Written Work. Acknowledgment of any assistance received from individuals that are not members of your project team must be identified to a degree of specificity and accuracy that clearly informs the reader what ideas, words, data, and products to attribute to sources other then the authoring cadet(s).  “When in doubt document” is a general rule of thumb to guide your actions.  Assistance received from your instructor need not be documented.

