
 
Guidelines for ECS 1200 Reports 

 
 
The following are guidelines for all Reports (Proposal, CDR, Final) submitted in ECS 1200.   
 

Report Sections 
 
All project reports (Proposal, CDR, Final) should have the following sections, with exceptions as 
noted.  Further comments about the reports follow the report outline instructions.   
 
 

1. Title Page – This should have your team number (and section), the name of your 
project, and team members’ names.   

2. Introduction.  This should state the purpose of the project and give a brief overview 
of the need for the project, including goal, benefit and impact if successful.   

3. Statement of Work – This statement (which can be very brief) should state exactly 
what you are going to do.  Not how, but what.  For example, “The purpose of the 
Cheapo Super-Smart Mobile Phone project is to develop a very inexpensive smart 
phone which will sell at retail for under $30.”    

4. Approach (this is an added section) – In this section, you will state exactly how you 
will achieve or (final report) have achieved your goal.  This should include a 
diagram of your (proposed or completed) device with a brief operational 
description.    

5. Key tasks, personnel assignments – this is your opportunity to use a Gantt Chart to 
show a listing of all major project tasks, their timelines, and the person(s) assigned.   

6. Overall schedule or timing chart, with key milestones – Unlike the Gantt Chart, this 
is simply a linear timeline that shows key milestones.  It does NOT show individual 
tasks.   

7. Budget showing principle (large) expenditures – The budget should ideally be a 
timeline-chart that shows the time-relation of key expenditures.  However, if most of 
the funds were expended initially, a simply budget summary chart may be sufficient.   

8. Progress to-date (if appropriate) – Clearly, this is not appropriate for the proposal 
report, but should be included in the CDR and final reports.  It shows key tasks 
completed since the last report.   

9. Forecast for next time period – Not required for the final report, but should be 
included in the proposal and the CDR reports.     

10. Summary/project status – Only appropriate for the last two reports, not the 
proposal.  In the final report, this should include comments on the effectiveness of 
the project and whether all goals were reached.   

 
  



Comments on ECS 1200 Reports 
 
Project reports are narratives that summarize a proposed, ongoing, or completed project.  The 
purpose is to give a comprehensive description of the project, its current state (if ongoing), and a 
final summary of its development (if completed).  A report is not like a presentation; it does not 
summarize the project in bullet points.  Instead, it uses complete sentences to describe and 
discuss the project elements, usually with supporting charts and graphs that demonstrate project 
status and clearly illustrate such items as major tasks, assigned personnel, progress to-date, 
budget and expenditure per time period, and proposed (or ongoing) time-line with key milestones 
clearly illustrated.   
 
It is important to understand that a project report (especially the final report) should be thorough 
and complete.  Brevity is not as important here as completeness.  A good project report may 
easily be 6-8 pages of text or more with all the supporting charts and graphs which are 
appropriate.  Project reports are a way of positively advertising your accomplishments and your 
technical expertise, as well as telling the story of your project and its current status.  Use it to 
present clearly and thoroughly how you are achieving or have achieved project goals, and how 
your project has succeeded with respect to its stated end point.  A good project report ensures 
that your outstanding achievements are clearly illustrated for all to see and understand.   
 
 

Other Important Considerations for Your Report 
 
 

1. Please use only one side of paper.   Reviewers often like to make notes on the blank 
opposite page while reading.   

2. Each section should begin with the section name and number, preferably in bold 
type.    

3. Please start each new section on a new page.  The one exception is for very small 
sections (such as the introduction and the statement of work), which might both fit 
on a single page.   

4. Generally, teams are not encouraged to use a report folder or cover.  However, it is 
okay to use a cover or report folder for the final report.   

5. Neatness counts!   If your report looks like you are a team from kindergarten, you 
grade will reflect that look.   

6. Spell and grammar check!   
7. Always use 12-point type for reports.  This is the most common type in industry 

reports.  In general, use Times New Roman, rather than one of the plainer types 
such as Cambria, Calibri, or Arial.   

8. Make illustrations clear and understandable.  Any lettering (e.g., axes on a graph) 
should be clear and large enough to read easily.   

9. Staple your report if you do not include a cover or folder.   
 


