FILE: Executive Summary Report Format
Outline for Co-op/Internship – Executive Summary Reports (( Omit this title on submitted report)
Submitted by: _______________________
Company Name: ___________________________

Work Period covered: _________________
Date Submitted: ___________________________

1. Provide a general description of projects on which you worked during this reporting period.  (( Include titles for sections 1 through 5 shown in bold font)
This section should contain brief statements, in a bulleted list, of project work assignments during the current work period.  Discuss details in part (2) below.

2. Provide details that describe specific tasks and responsibilities performed by you.

For each bullet item listed in part (1), provide complete, yet clear and concise, description of your work on each project.  Part (2) is the longest section of the Executive Summary.  However, it should not exceed two pages due to the three page limit for Executive Summary reports.  Figures are excluded from Executive Summaries.
3. Identify the engineering concepts applied in the completion of your tasks and, if appropriate, identify relevant courses.
This section is considered self-explanatory; include course number and title.

4. Describe the guidance and supervision you received.

Briefly describe the type of on-the-job guidance received from engineering mentors.  Include the name and title of most important mentors. 

5. How can we assist you to make your internship/co-op work experience more meaningful?  Are there problems we can help you resolve?

A brief statement to inform us that all is “OK” or that you are experiencing an issue(s) that might require external intervention should be included here.

General Guidelines:
· Report is to be written using the past tense because it describes work completed during the past reporting period.

· Report is to be double spaced except for section titles which are single spaced and bold font.  Use a font size no smaller than eleven (11).
