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SCIENCE & ENVIRONMENT CO-OP 
WORK TERM REPORT/PROJECT GUIDELINES

IMPORTANCE OF THE WORK TERM REPORT

Good communication skills are vital to successful professional practice. To communicate well, one needs 

to be able to write effectively. Writing reports is one of the most formal ways of presenting the results of 

professional work. However, one must also be able to write:

Work Terms with one employer, special circumstances may permit submitting one report at the end of the 

during the site visit. 

TYPES OF REPORT/PROJECT

depending on what type or format your employer prefers and depending on the content of the report, the 

       

In the case of an employer having no suggestions or preferences as to the style or format of the report, 

out under different titles. These essential parts are: 
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You should always offer to leave a copy of your report with your supervisor.

CHOOSING A TOPIC

discuss possible topics with your work supervisor and establish one by the middle of your Work Term. During 

STYLE

contain accurate, factual information together with sound arguments and conclusions. The format of the 

report should normally follow the guidelines provided in this handout, but if it is to be used by your employer, 
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GENERAL GUIDELINES

    •

   •

    not numbered. 

 

consistent, and to the point. It should be understandable to someone who has a background in the area of 

classes.

EVALUATION

student.
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PROJECT OUTLINE/ PROGRESS REPORT GUIDELINES

1. Project Based (1-2 pages)

 

Introduction:
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WORK TERM REPORT FORMAT (TECHNICAL)

 

and should always be written last. It is often the only part that managers in the work place have time to 

itself.

Includes data, which is not necessary to an immediate understanding of the   

  discussion


