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Memorandum of Record


DATE:		(Date Submitted)
TO:		Mr. Wright, Mr. Bone
FROM:	Your name (sign your initials after your name), list any partner(s) names
SUBJECT:	ETC/CET 101 Lab #
		Lab Title and date performed

Objective:  (1 or 2 sentences) written in your own words, do not copy from handout

Summary Of Results:  Length should be no more than 1 page, single spaced, typed (word processor).  This is the body of the report, typically a few short paragraphs, referring to figures in the Appendix.  Be comprehensive but brief.  Get to the point.  Tabulate important calculated parameters.  Attach a photocopy of your lab data sheet(s) in the Appendix.  Do not tabulate raw data in this part of the report. This document should be 12 font, 1.15 spacing, single-sided.  This should be written such that a technical person should be able to understand what your results are and why.  Questions should be answered in this section as well.

Comparison With Theory: 1 or 2 short paragraphs at most, noting agreement, differences, explanations.  Only if your results don’t match the theory should this be more than 1 paragraph

Conclusions: (General observations, surprises, lessons learned, problems encountered, etc.)

Appendix: Attach graphs, block diagrams, copy of data sheets from lab,  Also include lab handout.   Use computer graphics for graphs (such as Excel).  Appendices should be labeled and stapled to the back of this memo.
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