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ABSTRACT

This document describes the formatting requirements as well as expected contents for the project reports. It can also be used as a template. Please read this document carefully and structure your report accordingly.

INTRODUCTION

This format is to be used for submissions of the project report. The template should give your report a consistent, high-quality appearance. In essence, you should format your paper exactly like this document. The easiest way to do this is simply to replace the content of this document with your own material. This document is a synthesis of templates used in various conferences, in particular it draws on the formats used by the ACM SIGCHI as well as the CSCL. 

Total NUmber of Pages
The reports should be 12 pages long. This includes everything: from the title to the references.
PAGE SIZE and columns

On each page your material should be centered on an A4 page, beginning 1.9 cm (.75 in.) from the top of the page, with a .85 cm (.33 in.) space between two 8.4 cm (3.3 in.) columns. Right margins should be justified, not ragged (except for the references section). Beware, especially when using this template on a Macintosh, Word can change these dimensions in unexpected ways. 

TYPESET TEXT

Prepare your submissions using Microsoft Word on a PC or Mac. 

Title and Authors

Your report’s title, authors and matriculation number should run across the full width of the page in a single column 17.8 cm (7 in.) wide. The title should be in Helvetica 18-point bold; use Arial if Helvetica is not available. Authors’ names should be in Times Roman 12-point bold, and matriculation numbers in Times Roman 12-point (not bold, nor italic). 

To position names and matriculation numbers, use a single-row table with invisible borders, as in this document. Alternatively, if only one address is needed, use a centered tab stop to center all name and address text on the page. Leave one 10-pt line of white space below the matriculation numbers. 

Normal or Body Text

Please use a 10-point Times Roman font or, if this is unavailable, another proportional font with serifs, as close as possible in appearance to Times Roman 10-point. On a Macintosh, use the font named Times and not Times New Roman. Please use sans-serif or non-proportional fonts only for special purposes, such as headings.
Subsequent Pages

On pages beyond the first, start at the top of the page and continue in double-column format. The two columns on the last page should be of equal length.
FIGURES/CAPTIONS

Place figures and tables at the top or bottom of the appropriate column or columns, on the same page as the relevant text (see Figure 1). 

A figure or table may extend across both columns to a maximum width of 17.78 cm (7 in.).

Captions should be Times New Roman 9-point bold (Caption Style in this template file). They should be numbered (e.g., “Table 1” or “Figure 2”), centered and placed beneath the figure or table. Please note that the words “Figure” and “Table” should be spelled out (e.g., “Figure” rather than “Fig.”) wherever they occur.

References and Citations

Use the standard APA (American Psychological Association) format for references – that is, a list at the end of the article, ordered alphabetically by first author, and referenced by publication year in parentheses. Be consistent with capitalization. See the examples of references at the end of this document. Within your text, cite the references with (Author, year).

SECTIONS

The heading of a section should be in Helvetica 9-point bold, all in capitals (Heading 1 Style in this template file). Use Arial if Helvetica is not available. Sections should not be numbered. 

Subsections

Headings of subsections should be in Helvetica 9-point bold with initial letters capitalized (Heading 2). (Note: For sub-sections and sub-subsections, a word like the or of is not capitalized unless it is the first word of the heading.)

Sub-subsections

Headings for sub-subsections should be in Helvetica 9-point italic with initial letters capitalized (Heading 3). 
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Figure 1. With Caption Below, be sure to have a good resolution image.

LANGUAGE AND STYLE 

The report can be written in English or German. Spelling and punctuation may use any dialect of English (e.g., British, Canadian, US, etc.) provided this is done consistently. Hyphenation is optional. To ensure suitability for an international audience, please pay attention to the following:

· Write in a straightforward style. 

· Try to avoid long or complex sentence structures. 

· Briefly define or explain all technical terms that may be unfamiliar to readers.

· Explain all acronyms the first time they are used in your text – e.g., “Digital Signal Processing (DSP)”.

· Explain local references (e.g., not everyone knows all city names in a particular country).

· Explain “insider” comments. Ensure that your whole audience understands any reference whose meaning you do not describe (e.g., do not assume that everyone has used a Macintosh or a particular application).

· Explain colloquial language and puns. Understanding phrases like “red herring” may require a local knowledge of English. Humor and irony are difficult to translate.

Structure and Contents of the Report
The report should be a self-contained document. The report should be roughly structured as follows:

Abstract

The abstract should provide the reader with a concise summary of the report. The abstract should include the following information:

· The topic of the project

· The problem you address

· Why this question has not been answered adequately yet.

· How you addressed the problem

· What you achieved

· The impact/implications of this achievement.

The abstract address this issues with one sentence each. For more details on how to write an abstract see Easterbrook (2010).
Introduction

The introduction should inform the reader about (a) the motivation for and object of the project, (b) the aim and intended outcomes of the study, as well as (c) the structure of the report.

· What is the main question you want to answer with this report and why is this an important question?
· What did you want to achieve with this project? 
· What kind of outcome did you produce, e.g. a taxonomy, design guidelines, recommendations for product development, a conceptual sketch, a prototype, …
· What are the subsequent sections about?
Background / Theory
In this section you should provide the reader with the necessary background information to understand the scope and purpose of the project, the work you build upon as well as your guiding assumptions.
· What kind of application scenario, target group, or product did you focus on and why?

· What are the products, visions, concepts, theories, or empirical findings you build upon or that motivate your work
· What are the assumptions, or in case of an evaluation study the evaluative criteria, you take for granted or want to apply?
Method / Approach
Here you should provide the reader with an account of what you actually did in order to answer the question raised in the introduction. 
· What methods did you use and how did you apply them?

· Why have you chosen these methods?

Results
The results section should give an illustrative description of the results you obtained. Depending on what you have done, this section might include for example a vivid description of users current practices, the outcomes of an evaluation study and/or a description of a concept or prototype together with an explanation of the design decisions made.

Discussion

In the end of the report you should provide a tentative answer to your initial question. Please include the following information: 

· What makes it work? 
· What works under which condition? 
· How was the situation transformed? 
Here you can also discuss the strengths and weaknesses of the method you have chosen, outline open questions, shortcomings and give an outlook on possible next steps.  

References
The report should end with a list of references. Please list only those sources that are actually cited in the text.

REFERENCES

Anderson, R. E. (1992). Social impacts of computing: Codes of professional ethics. Social Science Computing Review, 10(2), 453-469.

Conger., S., and Loch, K. D. (Eds.) (1995). Ethics and computer use. Communications of the ACM, 38(12) (entire issue).

Easterbrook, S. (2010). How to write a scientific abstract in six easy steps. Online at: http://www.easterbrook.ca/steve/2010/01/how-to-write-a-scientific-abstract-in-six-easy-steps/.

Mackay, W. E. (1995). Ethics, lies and videotape. Proceedings of CHI '95 (Denver, CO, May 1995), ACM Press, 138-145.

Schwartz, M., and Task Force on Bias-Free Language (1995). Guidelines for Bias-Free Writing. Indiana University Press, Bloomington, IN.
� Note that the items in this bulleted list were formatted using the Bullet Style (in this template file). Numbered lists are allowed.
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