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This guide has been written to provide a general introduction to writing reports. It outlines the typical structure of a report
and provides a step by step guide to.

This kind of thing is not the invitation readers are looking for. Make sure that all your sources are
acknowledged and correctly referenced. Chapters, sections and even individual paragraphs should be written
with a clear structure. Other details you may include could be your name, the date and for whom the report is
written. Language of report writing Reports use clear and concise language, which can differ considerably
from essay writing. Refer to the appendices in the body of your report. They then do their planning in reverse
by altering the order of ideas, adding examples and expanding on their original draft. Ask yourself: What is
significant about the question and its topic? Your tutor or your module handbook will state how the report
should be presented in terms of font sizes, margins, text alignment etc. The key to writing an effective report is
to allocate time for planning and preparation. However, no new material should be introduced in the
conclusion. Your information may come from a variety of sources, but how much information you will need
will depend on how much detail is required in the report. Introduction The introduction sets the scene for the
main body of the report. Before you write a report, you need to be clear about who you are writing the report
for and why the report has been commissioned. All sources used should be acknowledged and referenced
throughout, in accordance with the preferred method of your department. A fresh pair of eyes and a different
perspective always help, and, as long as the third party does not write the content for you, their input could be
of vital importance. Do certain pieces of evidence conflict with one another? Provide evidence of your
commitment and skills Following on from that, you have to provide evidence of your passion and commitment
to your chosen programme, and highlight the specific and transferable skills you possess to study it
successfully. Title Page This should briefly but explicitly describe the purpose of the report if this is not
obvious from the title of the work. If you need to improve these skills, try the following online resources:.
Structure and organisation Reports are much more structured than essays. This might include tables, graphs,
questionnaires, surveys or transcripts. The order they appear at the back of your report is determined by the
order that they are mentioned in the body of your report. Whatever numbering system you use, be sure that it
is clear and consistent throughout. Errors in presentation or expression create a poor impression and can make
the report difficult to read. You can also include in this section explanations of the acronyms, abbreviations or
standard units used in your report. There are different styles of using references and bibliographies. The report
brief may outline the purpose, audience and problem or issue that your report must address, together with any
specific requirements for format or structure. Appendices Under this heading you should include all the
supporting information you have used that is not published. Capturing thoughts on paper and making logical
deductions from an image can give structure to your ideas. There is little point putting all your effort to
generate interest in the opening paragraph only for your statement to gradually fade away at the end. Study
guide For a printer-friendly PDF version of this guide, click here This guide has been written to provide a
general introduction to writing reports. Stage Seven: Presentation Once you are satisfied with the content and
structure of your redrafted report, you can turn your attention to the presentation. Reports are concise and have
a formal structure. Identify priority areas for attention and seek out further information and advice. Writing the
report: the essential stages All reports need to be clear, concise and well structured. Choose an order for your
material that is logical and easy to follow. A report is written for a clear purpose and to a particular audience.
Keep it honest and down-to-earth. As you read and gather information you need to assess its relevance to your
report and select accordingly. So, for example, as a member of the school science club â€” a non-curricular,
academic activity â€” you may have developed the ability to analyse data and tackle problems logically.
Remember that the summary is the first thing that is read. It is perfectly acceptable to base this ABC rule on
school-based activities, as not all students have opportunities outside the classroom. For example, the
question, 'Compare and contrast the representation of masculinity in two James Bond films from the s and s',
can be classified like this: instruction i.


