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Writing Style

______ 
Written for readers; conveys all information with readers’ interests, concerns, and perspectives in mind

______
Does not refer to client in the third person

______
Uses active rather than passive voice

______ 
Bullet-point and boldfaced text to break up long paragraphs

______ 
Avoids “telling the story” of the team’s research

______
Consistent writing style and throughout the reports

Visual Style

______
Sketches, photos, graphs, charts, etc. illustrate claims.  

______
High-quality illustrations reflect the professional nature of the document

______
Numbered figures, tables, etc.

______
Sources cited for data and illustrations 
General Formatting Rules

______
Single spacing, business-style paragraphing conventions, standard 1.25 inch margins, 12-point font for text in the body of the report, and a conventional font

______
Headings and sub-headings stand out visually

______
Dense text areas broken up with tables and figures

______
Page numbers centered in the footer

______
Title page, table of contents, list of figures, and list of tables

______
Pagination conventions

Title Page 

______
Full title, i.e. final design report with project name

______
 “Prepared for”—then list: 

· Name(s) of individual client(s) (if appropriate)

· Client organization

· Client city and state

· Date of final presentation

______
 “Submitted by”—then list: 

· Full names of individual team members

· Section XX   Team Number  YY

· Professors ________ and _________

· Engineering Design and Communication Program 

· McCormick School of Engineering and Applied Science

· Northwestern University 

· Evanston, Illinois 60208

______
Optional: the title page include a colored picture, drawing or sketch of the design prototype

Table of Contents
______
Includes each heading and subheading with page number

______
Lists letter, title, and page number of each appendix

______
Lists Arabic number, title, and page number of each figure under “List of Figures”

______
Lists the Arabic number, title, and page number of each table under “List of Tables”

______
Uses leaders (series of periods) and puts the page numbers at right margin, right justified

Executive Summary

______
No longer than one page 

______
Concentrates on the design’s key features and benefits

______
Stands alone and does not refer to the main body of the report or to any appendices

______
Brief summary of the problem and research 

______
Describes how design meets the project goals, with some discussion of the scope and limitations of the design

______
Brief account of conclusions and recommendations for implementation and/or recommendations for future research, testing and development

______
Sub-headings and bullet-points to designate different kinds of information

______
Short paragraphs; concise summary 

______
Relevant illustration (optional)

Introduction & Problem Statement

______
Details problem 
______
Explains why it constitutes a problem.

______
Includes a discussion of the people affected (major users only) and their needs

______
Discusses the major requirements  

______
Refers to Appendix A: Project Definition for more detailed requirements

______
Provides a roadmap to the rest of report, listing major sections and what can be found in these sections.

Design Concept 

______
Figures (photos, drawings, etc.) should be embedded in the text in a logical fashion 

______
Figures use callouts (arrows) and labeling to point to details or illustrate the design’s use

______
Describes individual features of the design, linking them to requirements

______
Describes how it’s constructed

______
Describes how the design will be used.  This may include a user scenario.

______
Describes the benefits of the design. 

______
Summarizes research findings in a table format.  

______
Description of significant design shortcomings or safety warnings

Background Research 

______
Lists only that research that had a significant impact on the final design

______
Section is brief, no longer than a page and a half 

______
Methods are prioritized and give detail on the important methods

______
Findings section answers research questions

______
Findings synthesize most relevant information

______
Implications for Alternatives section briefly discusses the potential feasibility of various approaches to solving each problem

Alternatives 

______
Concepts section briefly documents what design ideas actually made it to the mockup stage 

______
Mockups are described in terms of the questions that they were meant to help answer in the user testing session  

______
Testing section includes only such data as influenced the final design

______
Does not interpret data in this section.  

______
Does not repeat the full account of testing situation 

______
Relevant collected data is organized into charts, tables and/or graphs for easy reading

______
Evaluation section interprets raw data

______
Includes appropriate figures such as a decision matrix that assigns value weights to different design approaches

______
Notes promising ideas that could not, for one reason or another, be incorporated into prototype

Discussion of Recommended Next Steps

______
Succinct recommendations 

______
Logical and detailed enough to be useful

______
Further user and /or performance testing

______
Further prototype development

______
Consideration of new features, materials, etc. 

______
Alternative designs (details would be included in appendices) 

______
Implementation plans (details could be included in appendices)

______
Procedure for construction of additional prototypes

______
Development of instructions for operation

______
Additional research on the cost of product, with regard to small scale and/or large scale production

______
Maintenance issues

______
Safety and fault analysis considerations 

References 

______
List of references should be placed at end of the main body, not an appendix

______
References cited

______
Client contacts: meetings, phone calls, e-mail, etc.

______
User interactions: observations, interviews, testing mockups, etc.

______
Sources of competitive and model products information

______
Expert contacts: meetings, phone calls, e-mails, e.g. with Steve Jacobson

______
Other teams’ ideas or input used in your design

______
Sources of information on materials used in prototype

______
Books, journals, newspapers, etc. read and Internet sites visited. 

______
Brainstorming meeting(s)  

Appendices

______
Appendices should be listed as A, B, C, etc., start on separate pages and have descriptive titles.  
______
Appendix A is Project Definition

______
Each appendix contains only one kind of information

______
Each appendix contains a brief introduction, explaining the contents and its source.  

______
Each appendix should be directly referenced and briefly discussed in the main body of the report.  

______
Interview Guides

______
Mockup planning sheets

______
Dimensioned diagram of final prototype

______
Bill of materials

______
Instructions for building and using design

______
Detailed research results

______
Details on safety and/or fault analysis 

______
Summaries of expert interviews, retailer and manufacturer contacts, etc. 

______
Summaries of alternative mockups and lessons learned

______
Clustered and prioritized results derived from brainstorming.  Unimportant data should be eliminated (the detailed brainstorming list goes in project notebook).

______
Maintenance of design
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