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1. Summary

This section states the report in miniature. It summarizes the whole report in one, concise paragraph of about 200 words.

2. Introduction

In the introduction section

· Clearly describe the purpose and objectives of the final Co-op report. 
· Briefly talk about each section included in the report. 

3. The Co-Op Plan

In this section, you should talk about the general Co-Op plan assigned to you by your academic Co-Op/ company advisors.

4. Company Profile

In this section, clearly and in detail, 

· Describe the company at which you spent you co-op period. 

· Talk about its organization, departments, what it does, what products/applications they have developed or in-development. 

· Describe the department that you were assigned to. 

· If possible attach to one of the appendix some photos and charts that describe the company.

5. Co-op Work description and Achievements

This is the most important part of your final report. You should describe in detail what you have done during the co-op period. Things that you should be talking about are the followings:

· List the project(s) you have been involved with in details.

· What are the main tasks you have been assigned in each project.

· How you solved or worked out each task.

· What technical/theoretical background you needed to solve the tasks.

· Which of the courses you learned in the university were helpful to you in solving the assigned project(s).

· What are the difficulties you faced in each task and how you dealt with them.

· List all the books / user manuals you used in each task

· Attach any figure / diagrams / charts / reports / Web sites or any other sources you used or referred to.

6. Conclusions and Recommendations

In this section, 

· Summarize the work that you described in the previous section. 

· Mention some conclusions that have been found during the Co-op period

· Mention if the Co-op objectives have been fulfilled and to which degree. 

· List some recommendations that you think helpful for improving the Co-op program.
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References list the sources you cited (referred to) in your report. 

Appendices

· Put other materials (training material, source codes, forms printout, generated reports, Database structure,), each in a separate appendix with a separate title for each.

Example:

Appendix-A

Source Codes:
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