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Overview 
In the flexible curriculum, mini projects, minor projects, and final year internship & projects 

are being carried out by a group of students under the guidance of faculty wherein students are 

required to write the technical reports. To address the need of report writing, an inhouse 

workshop on “Writing and Structuring Report: Basics and Tools” was organized for the 

students of Electrical Engineering Department (2nd and 3rd year) in offline mode. This will 

help the students to use the available tools for writing the project reports in prescribed format.  

A total of 58students participated in the event and providing diverse perspectives. 

Objective 

The purpose of this workshop was to address the curricular gap arising from the report writing 

as well as to encourage them to actively participate in various internship and project courses. 

• To aware the students about the reports containing structured contents, mathematical 

equations, and symbols. 

•  To prepare technical or scientific documents that can be used for almost any form of 

publishing. 

Salient Points - Session Details 

Dr. Vishal Chaudhary and Dr. Vikram welcome the participating students and motivate them 

to participate in departmental activities. Dr. Nikhil Paliwal opened the talk with a thorough 

presentation that addressed the following topics: 

1. Introduction: An overview of the significance of report writing in learning. 

2. Report Writing Tools: An introduction of the tools that are being used for report 

writing. 

3. IEEE and other standard formats: Standard formats were shown to the students as a 

ready reference. 
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4. Structuring of Reports: Talk about the detailed description of the structure and 

components of report. (specific talk *Components of Reports) 

5. Reference Management Tools: Insight into the reference management tools and the 

use for report writing 

6. Processing of Information: Recognizing the part information processing plays in the 

learning process. 

7.  Integrating the Information: Importance of gathering information from multiple 

sources and integrate the collected data in effective manner. 

*Components of Reports 

• Report writing is a crucial skill in various academic and professional settings. Here's an 

overview of key aspects when it comes to report writing: 

• Understanding the Purpose: Clearly define the purpose of your report. Is it informative, 

analytical, or persuasive? Identify the target audience and tailor your writing style 

accordingly.  

• The report must include the following 

1. Structuring the Report: Title page containing the title, author's name, Abstract 

summarizing the report's key points 

2. Introduction: Provide background information on the subject. 

3. Methodology (if applicable): Detail the methods or approaches used in gathering 

information, include any data collection processes or experiments conducted. 

4. Main Body: Present your findings logically and coherently. 

5. Analysis and Discussion: Analyse the data and discuss its implications. 

6. Conclusion: Summarize the key points of the report. 

7. Recommendations (if applicable):  

8. References: Cite all sources used in the report. 

9. Proofreading and Editing: Review the report for grammatical errors, clarity, and 

coherence. 

10. Appendices (if necessary): Include additional information or data that supports the 

main body of the report. 

11. Executive Summary (if required): Provide a concise summary of the entire report. 

In last, fast learner’s students (Kunal Bharadwaj and Deepansh Kulshrestha) share 

their knowledge and experience gained during previous semester minor project and 

skill based mini project course. 
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Outcomes 

In summary, the meeting was successful in providing insights into the effective report writing, 

structuring of reports, and tools for report writing. The insightful input will play a crucial role 

in writing the technical or scientific documents that can be used for almost any form of 

publishing. 

 

 

 

                                                                                                                                                                                                                                                 
                Dr. Vikram                                                                 Prof. Vishal Chaudhary 

Class Coordinator, B.Tech. III Year                                   Class Coordinator, B.Tech. III Year 

 

 

 

                                                                             
Dr. Sulochana Wadhwani 

Prof. & Head, EE 
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Stbject: Organize a workshop session on "Writing and Structuring Report: Basics 

and Tools". 

Mode: Offline 

NAAC Accredited with A++ Grade 

With reference to notice no. DA/MP/2024/120 dated 10/01/2024, it is proposed to 

organize an inhouse workshop on Writing and Structuring Report: Basics and 

Tools" for the students of Electrical Engineering Department (2nd and 3d year) in 
offline mode. This will help the students to use the available tools for writing the 

project reports in prescribed format. 

Time: 02:00 pm to 04:00 pm 

Objective: 

Electrical Engineering Department 

Date: 25th January 2024 

publishing. 

" To aware the students about the reports containing structured contents, mathematical 

equations, and symbols. 

(Dr. VikUam) 

To prepare technical or Scientific documents that can be used for almost any form of 

25.01.2024 

Class Coordinator, B.Tech. II Year 

Submitted for kind permission 

Permill 

(Prof. Vishal Chaudhary) 
Class Coordinator, B.Tech. II Year 

(Dr. Sulochana Wadhwani) 

Prof. & Head. EED 
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