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Donald P. Shiley School of Engineering
Date:

put date here
To:

Dr. Inan
From:

Subject:
Team:

First paragraph:  Address me in first person voice.  Tell about the purpose of this memo. State your team members.
Second paragraph:  Briefly introduce competition, the award your team wishes to receive, and a concise description of the robot. Provide the estimated cost of your robot. Provide a summary of the design proposal report. 
The entire memo should fit into one page.
Sign the memo (you can scan in your signature or paste an image/picture of your electronic signature) near the From line above.
Do not use italics as the text style for your report. The italics are meant to guide you, but you should replace the italicized text with your own text (in regular font style).
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Add the remaining sections and subsections of the report
1.0 INTRODUCTION
Provide an executive summary of the competition, project, and report. Provide the organization of the report. (One to two paragraphs)

Reminder: All text in the report should be written in third person voice. Do not use first person voice (I, we) or second person voice (you).
Remove all italicized text and replace it with your own, regular style text.
2.0 BACKGROUND
This section should provide a brief overview of the competition. Someone reading this report should get an overview of the competition challenge. Please do not include all the details that one could read about in the design project description. Cite the design project description when you refer to details in the document. This section could be organized according to the subsections below, but you do not need to adhere to this organization completely.
Do not copy and paste all figures from the design project description here. The reader can refere to the figures in the project description. If you think a diagram will aid in your description of the competition, you may include one or two in your report.
2.1 Competition Overview  
Include a very brief discussion of the competition, setup, and basic rules.
2.2 Scoring and Awards
Describe how a team earns points in the competition and the possible awards.
2.3 Goals
Include your team’s goal for the competition (award you hope to win). Which tasks will your robot conquer? (mouse traps, low lights, tall lights)
The background section should be no more than one page of text (single-spaced).

3.0 DESIGN OVERVIEW
In this section of the report, discuss the design process your team has used.  After an introductory paragraph describing the content of this section, the following information should be included: design process, alternatives, and the alternative selected.
3.1 Design Process 
Describe your design process. What information did you gather? What steps of the process did your team follow? 
3.2 Design Alternatives and Evaluation 
Discuss the alternatives your team considered and the pros/cons of these alternatives. You should describe and evaluate at least two alternatives that were not chosen.
3.3 Alternative Chosen  
Describe the robot design. Figures of the robot from all team members should be included here. When describing the design, you should refer to the appropriate figures. The robot structure (physical legos, motors, and other materials) and how the robot will be programmed should be included in your description. Also, describe how the movement of motors/servos will accomplish tasks such as lifting, loading, and moving.
What are the advantages and disadvantages of your selected design? Do you anticipate any risks/problems with this alternative?
4.0 TESTING PLAN
Describe how your team will test the robot and how you will modify the device if tests fail.
5.0 BUDGET AND SCHEDULE
5.1 Materials and Costs 
Discuss device materials you plan to use. Include a table with an itemized list of parts you plan to purchase (also include recyclable materials you plan to use, each with cost of $0) and the final estimated cost of your device. 
Note: This section should contain a table which is properly introduced, numbered, captioned, and referred to in the narrative. Table captions go above the table.
5.2 Project Schedule
Include a paragraph about your proposed construction process – what will you construct first? Second? 

Include a table detailing the design, construction, and testing tasks with estimated completion dates. Some tasks are already finished, so you can put the actual date of completion in the table for those tasks. Refer to the table in this section. 
6.0 SUMMARY
Provide a brief synopsis of the competition, summary of team goal, and summary of your proposed design. 

7.0 REFERENCES
You should include at least two different references.
Refer to these in the body of the report by using the style of [1] or (LastName). One reference can be the design project description, but you should include at least one other technical reference. Include the reference information here.
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