Government College University Faisalabad
FORMAT FOR PREPARATION OF TRAINING REPORT 
(Sixteen Weeks)
ARRANGEMENT OF CONTENTS:

The sequence in which the training report material should be arranged and bound as follows:

1. Cover Page  
2. Inner Title Page (Same as cover page)

3. Certificate by Company/Industry/Institute 
4. Certificate by  Student
5. Acknowledgement 

6. About Company/industry/institute 
7. Table of Contents

8. List of Tables

9. List of Figures

10. Abbreviations and Nomenclature(If any)
11. Chapters

12. References 
13. Data Sheet(If any)
The tables and figures shall be introduced in the appropriate places.

TYPING INSTRUCTIONS:

· The training report must be submitted in one Copy duly signed by the HOD. Students should also submit the soft copy of report and presentation on CD in pdf+ doc format.

· The length of the training report may be about 40 to 70 page.
· The training report shall be computer typed (English- British, Font -Times Roman, Size-12 point) and printed on A4 size paper. (Heading, titles and subtitles should be according to format given in the sample)
· The training report shall be hard bound with cover page in Black color. The name of the students, degree,  duration of training period, name of the university including institute name  shall be printed in Golden letters on the cover page [Refer to sample sheet (outer cover page)] 

· The training report shall be typed with 1 line spacing with a margin 3.5 cm on the left, 2.5 cm on the top, and 1.25 cm on the right and at bottom. Every page in the report must be numbered. The page numbering, starting from acknowledgements and till the beginning of the introductory chapter, should be printed in small Roman numbers, i.e, i, ii, iii, iv......  The page number of the first page of each chapter should not be printed (but must be counted). All page numbers from the second page of each chapter should be printed using Arabic numerals, i.e. 2,3,4,5... All printed page numbers should be located at the bottom centre of the page.

· In the training report, the title page [Refer sample sheet (inner title pager)] should be given first and printed in black letters. 

· The table of contents should list all headings and sub-headings. The title page and certificates will not find a place among the items listed in the Table of Contents. One and a half line spacing should be adopted for typing the matter under this head. 

· The list of tables should use exactly the same captions as they appear above the tables in the text. One and a half spacing should be adopted for typing the matter under this head.

· The list of figures should use exactly the same captions as they appear below the figures in the text. One and a half spacing should be adopted for typing the matter under this head.

· The list of symbols, abbreviation & nomenclature should be typed with one and a half line spacing. Standard symbols, abbreviation etc should be used.

· Training report should consist of following chapters.

a. Chapter 1-
Introduction

(Industrial Background
General introduction of your industry, year of establishment, evolution during the time, address and website etc.

Organogram of Industry

Managerial structure of the organization including different department heads and subordinates titles. 

Products of Industry

What are the products of Industry and to which market these are exported? Who are the potential users of industrial products? 

)
b. Chapter 2- 
Training Work 
Process Layout for Different Products

All steps involved from raw material to end product.

Machines Installed in the Industry

Details regarding the machines installed in industry, their purpose and working.

Complete layout and Single Line diagram of all electrical wiring in your industry.

Monthly and annually maintenance steps executed in your industry.

c. Chapter 3-
Skill Attained. 
Skills Attained  

Specify the department in which you have worked, specify the machines, instruments, equipment you were trained on. Any operation or maintenance task assigned to you. 

d.  Chapter 4-
Feedback & Recommendations
Any Difficulty Faced during the Training

Your Feedback Regarding the Curriculum

What additional things or changes should be added in curriculum for the improvement and development of your department in GCUF?  
REMEMBER:

Each chapter should be given an appropriate title. Tables & figures in a chapter should be placed in the immediate vicinity of the reference where they are cited. Footnotes should be used sparingly. They should be typed single space and placed directly underneath in the very same page, which refers to the material they annotate. Conclusion must not exceed more than two pages. Future scope also must not exceed one page.

· The listing of references should be typed 4 line spaces below the heading “REFERENCES” in alphabetical order in single spacing left – justified.
Please omit the unnecessary item in RED color like formats etc before printing
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CERTIFICATE

I hereby certify that I have completed the   Sixteen  weeks Training   in partial fulfillment of the requirements for the award of  BSc ELECTRICAL ENGINEERING TECHNOLOGY  .I did my training in National Hydro Power Corporation at Salal power station   Dhyangarh, Reasi, Jammu & Kashmir from 01-05-12 to 15-06-12.    
       The matter presented in this Report has not been submitted by me for the award of any other degree elsewhere.
Signature of Student  
                Muhammad Ali (1823)

Examined by:

1. (Name of the Supervisor)
2. (Signature with date)
INCHARGE/HOD

Electrical Engineering Department 
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(This is only sample , attach the certificate provided by the company)
Note: This certificate must be typed on the company letter head.
This is to certify that Mr.___________________________ has partially completed / completed / not completed the Training in our Organization / Industry during the period 01-05-12 to 15-06-12.  His overall performance during the period was Excellent / Very Good / Good / Average / Poor. 
Signature & Seal of Training Manager  
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