	UNIVERSITI SAINS ISLAM MALAYSIA
APPENDIX II:  Industrial Training Report Writing Guidelines
	



INDUSTRIAL TRAINING REPORT WRITING GUIDELINES

1.0
INTRODUCTION

This guideline is provided to ensure that all students provide the same format of written report to the faculty.
2.0 FORMAT

2.1 The report MUST adhere to USIM style of writing (USIM’s Handbook on Academic Writing);

2.2 The report MUST be type-written in an A4 paper with 1.5 spacing;

2.3 The margins used are as follows:

2.3.1 Left margin – 4.0 cm from the edge of the page

2.3.2 Right, Top and Bottom Margin – 2.5 cm from the edge of the page

2.4 All pages are to be numbered consecutively at the upper right corner of the page;

2.5 Font type and Size –Times New Roman or Arial font type of size 12 is allowed for the report. For figures, plates, graphs, the font size could be modified accordingly to the spaces;

2.6 The report must be written at the range 20 to 30 pages long (excluding declarations, acknowledgements and appendices);

2.7 The report must be completed and submitted to industrial training supervisor for approval prior submitting to the industrial training coordinator;

2.8 All reports MUST be written as follows:
	NO.
	PART
	DESCRIPTION
	PAGING

	1.
	Report cover
	Must contain:

· Report title

· Student’s Name

· Name of university
· Name of organisation (LI placement)
	-

	2.
	Cover Page
	Must contain:

· Report Title

· Student’s Name

· Faculty

· Semester and academic session
	i

	3.
	Student’s detail
	Print student’s detail from e-LI system
	ii



	4.
	Industrial Training Clearance
	Please attach the USIM/FST-LI-BORANG D (PINDAAN 2012)
	iii

	5.
	Declaration
	The declaration MUST be written according to the following format:

“I hereby declare that this report is my own except for quotations and summaries which have been duly acknowledged”

The declaration should be undersigned by both student and industrial supervisor and the date of the signature must be clearly printed.
	iv

	6.
	Acknowledgement
	Mention individual and/or organization that should receive acknowledgements for their assistance in Industrial Training.
	v

	7.
	Abstract
	State the objectives of the report, place and duration of the training.
	vi

	8.
	Table of Content
	List all the chapters in the report
	vii

	9.
	List of tables
	List all tables included in the report with respective page numbers
	viii

	10.
	List of Figures
	List all figures included in the report with respective page numbers
	ix

	REPORT CHAPTER

	11.
	Chapter 1
	· Industry profile and organization chart

· Industry vision and mission

· Department function in organization
	Starts with Arabic numbers i.e. 1 and etc.

	12.
	Chapter 2
	· Description of tasks that have been assigned.

· List down all activities that have been carried out throughout the training for example data collection and analysis and others.
	

	13.
	Chapter 3
	· Challenges and solutions
· Knowledge and skills that have been acquired

· Any further suggestions

· Conclusion
	

	14.
	References
	· List all references if applicable
	

	15.
	Appendix
	· Attach any related attachments (Please consult your supervisor before including any attachments)
	


3.0 LANGUAGE 
3.1 The report must be written in English.

3.2 Please ensure that correct grammars are used in writing the report. 

4.0 SUBMISSION
4.1 Student is required to submit two reports; one copy to Head of Programme (HOP) and another copy to the industrial supervisor;
4.2 The report must be submitted to the industrial training coordinator within two weeks after completion of the training;
4.3 The report must be soft-bounded using black ring binding and the cover must use soft cards (light coloured, preferably blue);
4.4 Late submission is NOT allowed unless for cases where the dean’s approval may be needed; and 
4.5 Student who fail to submit a report within stipulated period of submission is considered FAILED.
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