MEMORANDUM

TO: Mechanica Engineering Co-op Students

FROM: Faculty Co-op Advisor (for reports): Richard B. Griffin, Ph.D., P. E.

RE: REPORT GUIDELINES and RELATED INFORMATION and POLICES
DATE: December 2003

NOTE: YOUR Spring 2004 SEMESTER REPORT IS DUE Tuesday May 4, 2004

This note contains severad important points regarding logigtics and directions for preparing
and submitting your reports. Please read it carefully. Note that the following comments,
suggestions, and reminders are intended to be supplemental to the materids prepared by the Office
of Cooperative Education. Each co-op student should pick up copies of dl of these guiddines from
the Co-op Office on campus before beginning each work term. Some information will be
repetitious to students on second or higher work terms but please check through everything to
refresh your memories and make sure you get any more recent changes or additions.

Please make note that | serve as "Co-op Advisor” for reports and report-related issues only.
Our Undergraduate Coordinator, Dr. Harry Hogan, and the staff in the Undergraduate Program
Advisng Office (Cathy Sperry, Darinda Harner, and Martha White) will continue to advise you on
matters related to the curriculum, degree plans, and other adminidrative issues pertaining to the
co-op program. My main task is grading reports and handling questions related to the reports. In
the latter regard, you can contact me directly by e-mal a rgriffin@mengr.tamu.edu or cdl me at
979.845.9779.

Reports

You should have dready received the "GUIDELINES FOR ENGINEERING CO-OP
REPORTS' with the packet picked up from the Co-op Office before leaving campus. The
folowing items ae meant to supplement these guidelines for the reports and aso provide
additional information on other issues. Any MEEN directions or guiddines supersede or override
the more generd guiddlines.

Students may do either a work experience report or research report. It would be my opinion
that the work experience might be suitable for one or two terms, while the remaining terms it may
be more appropriate to prepare a research paper. The following suggestions may help you in
preparation of the papers.

Work Experience

For a work experience report, you must focus on your activities while on the co-op
assignment. You may identify severd activities that you have done during your work term. | am
not interested in a daly diary of your activities. | would suggest that you consder mentioning two
to four activities in summary fashion. However, a least one of your jobs should be expanded to
include the engineering sgnificance or importance of that particular activity to the company or to
the particular project you were contributing to. Such quedions as the following should be
addressed:

- What did you actudly do? (Be specific and give details))
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- How did that fit into the bigger picture for the company or the project?
- Wha were the engineering aspects of the activity? (Testing, measuring, calculations, etc.)

-  Refarences should be included in these sections.  There should be a minimum of five
references, with at least two of them from the library or text materids. In other words, not
al from the Internet or persona communications.

Resear ch Paper

For a research paper, my recommendation is that you choose a topic related to your work
activity. It is not a requirement to do that, and you may be passonate about a subject that is not
related to your work. If you are short on ideas, many of your supervisors will have suggested
topics that you might write about or you can cal or e-mail me and we can discuss subjects.

If the company you are working for has drict proprietary/trade secret limitations about
what you can write, please come to agreement with your supervisor about what you can write
about genericdly-with key information omitted or dtered. Also, you may work with me so that |
only see the paper for the grade and then destroy it or return it to your supervisor.

A. At the end of the semester, you should send me a letter of tranamitta, a copy of your sgned
report, Co-op evauation (yelow sheet), and the employer evduation form (blue sheet). A
sample of letter of trangmitta is attached to this memo. Pease address your package as
follows:

For this semedter, | am going to try something new. You
may submit your letter of transmittal and co-op report
electronicdly to me a rgriffin@mengr.tamu.edu The
MEEN Dept. 3123 . . :
Texas A&M University blue and yellow evauations you can send viae-mail or

College Station, TX 77843-3123 | il mal.

B. Your reports may be picked up from Ms. Dickens in room 324 ENPH or if we communicate
eectronicdly, | can e-mail you back my evauated copy.

C. Copies of your work experience evduation and employer evaduation should be mailed to the
TAMU Office of Cooperative Education. Be sure to make and retain a copy of the report and
related documents for yoursdf just in case the others are logt in the mall. Submit addendum on-
line. You do not need to send a copy of your report to the Co-op office.

D. The posted due dates for each work term should be observed as much as possible. A report, or
a least letter, must be postmarked or emailed by the due date to be considered "on ime". |
redlize, however, that circumstances will arise that prevent the report being submitted on time,
In this event, please follow the procedures listed below.

Dr. Richard Griffin

1. Contact me by phone (979.845.9779) to get verba permisson or by emal
rgriffin@mengrtamuedu | have voice mall and you can leave a message of
explanation.

2. Be sure to note in your letter of transmitta that we agreed to an extenson and
indicating the reason.

a. For the sporing 2004 semester, reports and supplementa documents must be
postmarked by Tuesday, May 4, 2004.
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3.

5.

b. If you have anty questions, you can adso contact me by emal a
rgriffin@mengr.tamu.edu or leave avoice mail at 979.845.9779.

c. If I do not have a report or letter (e-mail) from you by the due date your grade
will be lowered by one full letter grade.

Then please be patient! Typicadly, al reports received (or postmarked) after the posted
due date will receive a grade of incomplete ("I") for the semester of the work term.
These will be collected and retained until adl (or most) late reports are received, which
may be a month or two into the next semester. Once dl or most of the late reports are
received, another round of grading will be conducted and appropriate forms submitted
changing the "1" grades.

Also, dont forget that the responghility for ultimady submitting a late report redts
with the student.  You will not be reminded that your report is late or overdue. Grades
not changed from "I" will automaticaly be changed to "F' one semedter later, as
described in University policies.

Unexcused late reports will be penalized one letter grade for each week late.

E. More detailed guiddines'reminders for the report:

1
2.
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Follow the formet of the sampletitle pages.

Follow the guiddines for the content of the Abdtract. Remember that the entire report
should be summarized in the Abdract. The abdract should include What, Why, How,
and Reaults. Brevity is important; generally 150 words or about %2 a page is sufficient.
The person reading the title of the report, the authors name and the abstract needs to be
able to make a decison whether or not he/she wants to read the paper or report. No
mention of figures or references or page numbers should be included in the abdract.
Sample abdtracts are enclosed representing both extremes in terms of qudity and detail.

Include page numbers and mgor subheadings in the Table of Contents. Number al
pages in the report, including those in any appendices.

The "body of paper” should generdly be divided into sections with severd descriptive
headings and subheadings. Do not use asingle heading entitled "Body™!!

Always try to include figures or tables on the same following page as the first reference
to them in the text. If for some reason the figure or table is not on the same or
following page then give the page number in parentheses. This will be a tremendous
ad to the reader and avoid excessve thumbing through pages “hunting” for
information. By the time it is found the point may very wel be log. Also include the
page number for any specific information in an Appendix that may be referred to in the
man body of the report. This of course implies that dl pages in the Appendix should be
numbered as well.

Use an Appendix (or severd) to place information containing “excessive detal”.  This
is admittedly somewhat of a “judgement cdl” but amply try to be reasonable (put
yourslf in the place of the reader). All figures or cdculaions should not be smply
placed in the Appendix.

Each item liged in the References must be cited within the text somewhere. Note as
well that every paper is required to have a least 5 references and not al can be
"Persond  Communication”. Follow the format of the examples given in your
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Guiddines. Lig the references in dphabetical order. Cite the references in the text one

of the following ways.

... research has shown that rectifiers are neat (Hall, 1993).

According to Wooldridge (1992) the human brainisamachine,

P Severa dudies confirm ... (Hdl, 1993; Wooldridge, 1992; Smith et al., 1994; Jones
and Smith, 1989). {note separation by semicolons}

8. An acceptable dternate method for citing and liging references is to lig them
numericdly in the order in which they are cited within the text. Follow the same
forma as the examples for liging the references but number them accordingly. Use
square brackets [ ] and numbers to cite them in the text: (If you are using word and
most of us do, you may use their footnote procedure To place them at the end of the
paper you should use endnotes.)

...research has shown that rectifiers are neat [1].

According to Wooldridge [2] the human brain isamachine.

Severd studiesconfirm ... [1, 2,5, §].

The most common reason for a lower grade is Smply either lateness or not following
indructiond

T T

© TUTTUT

Best wishes for an enjoyable, productive, and educationa work term.

No. 8 isthe method that | would recommend. It is the method most commonly used in
engineering journds. | would recommend using the MS Word footnoting procedure. It is
easy and works well.

FAQ

1. Q.How long?
A. The paper should be 10 to 15 pages in length not counting appendices.

Q. How many references?
There should be aminimum of five references, with aminimum of two library references. In
other words no more than three Internet references from the minimum of five.

>N

Q. Where do titles and figure captions go?
For tables the caption goes at the top, while for figures the caption goes underneath. Thisis not
the only way, but it is, in my opinion, the most common technical method.

> W

Q. What font size and spacing should be used?
Please use font size 12 and double-space your report.

> &

Q. May | send my co-op report dectronically?
Y es, you may send your report to me electronicaly.

> o
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SUBMISSION GUIDELINES

What follows are guidelines for what must be submitted with your report by the due date:
1. ADDENDUM (summary of work experience)

2. WORK EXPERIENCE EVALUATION (ydlow form)

3. SUPERVISOR’SEVALUATIONS of the student (blue form)

4, ALETTER OF TRANSMITTAL

Also included are two samples of actud paper abstracts and a sample of actud letter of transmittd.

ADDENDUM

Summary of Work Experience
Confidential from co-op student to Dr. Richard Griffin

INSTRUCTIONS ON COMPLETING ON-LINE ADDENDUM

1 Access your ortline account through the Career Center/Co-op web -Site.

2. Click on “I’ve Got a Co-op Job.”

3. Select the semester for which you are completing addendum (i.e. Spring 2003)
4. Click on “Addendum.”

5. Complete each section as indicated.

6. After completing al sections, be sure to hit the “submit” button.

7. Print hard copy to send to the Faculty Co-op Advisor in your Department by hitting
“printable verson.”
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EXAMPLE OF LETTER OF TRANSM TTAL

Decenber 3, 1999

John Dow

1310 E. 35 St

Apt. #1113

Texar kana, AR 71854

Dr. Richard Giffin

Co- op Report Advisor

3123 TAMJ

Texas A&M University

Col l ege Station, TX 77843-3123

Dear Dr. Giffin

| have enclosed a copy of ny third termco-op report, addendum
original work experience eval uation and original enployer

eval uation for ny co-op at Cooper Tire & Rubber Co. The report
reviews ny Fall 1999 senester at Cooper Tire, in Texarkana, AR,
i ncluding nmy experiences in: uniformty trial spotting, |oader
hei ght audits, liner width and gauge studies, SRA' s, bead forner
studies, green tire audits, conicity checks, defects, chafer
gauges, and X-ray.

| f you have any questions regarding the report, addendum or

eval uations, please feel free to contact nme. | can be nost easily
reached by emmil at |johndow@ol.com or by phone at (979) 772-1519
Thank you for taking the time to review this report.

Si ncerely,

Be sureto sgn your |etter of trangmittd.

John Dow

Attachnments: Co- op Report
Addendum
Empl oyer’ s Eval uation (blue form
Wor k experience Eval uation (yellow form

10-12-03 6



EXAVPLE OF AN ACCEPTAABLE ABSTRACT

Abstract

The purpose of this report isto examine and describe the fretting wear failure of an duminum
cable sted reinforced conductor in Brazil. The line crossing the Parana River ruptured in 2002.
Fretting wear between the individua metals strands of the wire and between the wire and meta
clamps on the wire was the cause of the failure. Slight motion caused by the wind, between the
contacting surfaces produced wear particles, including auminum oxide and oxidized slicon
particles. This debris abraded the surfaces of the wires and the clamp, increasing the weer rate.
Gross dip regime was observed, corresponding to a high weear rate. Eventudly, the duminum
outer layer of the wire fractured at the location of aclamp. The sted inner layer followed with a
ductile rupture. The use of |ubrication and the redesign of clamps on line would prevent or reduce

thefretting wear.

EXAMPLE OF AN UNACCEPTABLE ABSTRACT

ABSTRACT

In this paper | intend to describe the work that | did for my second work term asa
maintenance engineer. | mention the everyday tasks that | was assgned in the introduction of the
paper and then leave the body of the paper to describe a mgor repair job that | was involved in.

Comment
Not enough detail. Does not include Why, What, How, and Results.

Remember the author’ s name and the title of the abstract should be included so that a reader can
decide from that information whether or not they would like to read the full report.
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