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ABSTRACT 
 

An abstract can be either descriptive or informative. A descriptive abstract 

summarizes the motivation, scope and methods used to attain the solution or findings. An 

informative on the other hand, is almost like the table of contents written in paragraph. It 

also includes the results, conclusions and recommendations [1]. The abstract should not 

exceed 200 words and its contents are italicized. 
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1. Introduction  

The Introduction section is meant to set the context for your work and highlight how it 

contributes to the knowledge in your field. In this section you should states the purpose of 

the training, background information on the training. 
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2.  Training Program 

2.1  Company Profile 

 

2.1.1  Department Overview 

 

2.2  Work Description 

2.2.1 List of Projects/Tasks 

2.2.2 Project/Task One (Title) [NB: Write each task] 

2.2.2.1 Background  

2.2.2.2 Problems Faced & Solutions) (Tools and Techniques used to solve the 

problem) 

2.2.2.3 Relationship to academic background 
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3. Technical Experience  

3.1 Experience Gained & Techniques Learned 

3.2 Challenges Faced During Training 
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4. Conclusions and Recommendations 

 The conclusions and recommendations section is required part that closes the 

document with a brief summary of the overall experience gained, lessons learned, 

relationship to your courses and your academic background, and conclusions and 

recommendations. Most importantly, it should recommend to the readers the benefits of 

pursuing the Co-op training based on your experience. 
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