Guidelines for Graphs
Graphs should be labeled and referred to as figures.  For formal reports, all figures should be placed in Appendix B at the end of your report.  For memos, figures can be either included in the body of the memo or attached as separate pages.  Figures should be numbered sequentially as Figure 1, Figure 2, etc.  Refer to figures in your report using Fig. x where x is the figure number.  Place the figure number and a descriptive caption below the graph.  

The graphs in your lab reports should include the following features:

1. All graphs should have a neat appearance.

2. The size of the graph should be large enough to clearly show all the important features. 

3. The caption should summarize the data being displayed. 

4. All axes should be labeled.  Include units in your labels.

5. Choose a scale that creates reasonably sized divisions. 
6. The scales of the axes should be labeled.

7. Plot the dependent variable on the y-axis and the independent variable on the x-axis.

8. Do not connect points obtained from experimental data with smoothed lines.  All you need to do is show the data points as discrete points on the graph.

9. Do not show data points on a theoretical curve.  Just show the smooth curve and its equation.  If the equation clutters the graph, the equation can be placed elsewhere on the same page as the graph.  

10. All curves and data sets should be labeled by using a legend. 
11. Use different line styles for each curve and use different symbols for the different sets of data points.  Use colors that are easily distinguished when copied in black and white.
12. Use a white background on all your graphs.

13. If needed, you can label features of your graph by hand if the software you are using does not allow complete documentation. 
An example of a graph is shown below as Fig. 1.
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Figure 1:  Stress-Strain Diagram for Data Set 1
Guidelines for Tables
Tables of data should be included in your reports as appropriate.  For formal reports, tables should be placed in Appendix A at the end of the report.  When writing a memo, tables can be included in the body of the memo or attached as separate pages.  Tables should be numbered with Roman numerals as Table I, Table II, etc.  Place the table number and a descriptive caption above the table.  Refer to tables in your report as Table x where x is the table number.  
The tables in your reports should have the following features:

1. The rows and/or columns should be labeled to show what data they represent.  Include in your labels the units of the numbers shown.

2. Values measured in the lab should be recorded as read from the measuring instrument.  Do not use more or less decimal points or significant digits when reporting the measured values in your table.

3. Do not display your calculated values with more decimal points than are appropriate.  This is especially a problem when using Excel since Excel will carry however many decimal points you want.  You can count significant digits if you want, but it is not required.  For the most part, 3 or 4 significant digits should be used.  Scientific notation is useful to show your results concisely.
4. Make sure your tables have lines dividing the rows and columns.

5. Make sure the table’s cells are large enough to fully display the data.  

A sample table is shown below as Table I.
Table I: Tensile Test Results
	Load (lb)
	Stress (psi)
	Deflection (in)
	Strain (in/in)

	2100
	4.28E+00
	18.0
	2.25

	3925
	8.00E+03
	32.8
	4.10

	6225
	1.27E+04
	52.2
	6.53

	7800
	1.59E+04
	64.0
	8.00

	9850
	2.01E+04
	80.7
	10.1


