
WRITING REPORTS

How to write a report. Step 1: Decide on the 'Terms of reference' Step 2: Decide on the procedure. Step 3: Find the
information. Step 4: Decide on the structure.

Even though these two sections come near the beginning of the report you won't be able to do them until you
have finished it, and have your structure and recommendations finalised. Avoid waffle and make your points
clearly and concisely. However, a heading needs to indicate the beginning of each section. Methods
Information under this heading may include: a list of equipment used; explanations of procedures followed;
relevant information on materials used, including sources of materials and details of any necessary
preparation; reference to any problems encountered and subsequent changes in procedure. In academia there is
some overlap between reports and essays, and the two words are sometimes used interchangeably, but reports
are more likely to be needed for business, scientific and technical subjects, and in the workplace. Anything
irrelevant should be discarded. Consider each sentence - does it meaningfully contribute to the report? Often
times, people who read the summary might only skim through the report, so it is important to remember to
include all of the relevant details. Texts which you consulted but did not refer to directly could be grouped
under a separate heading such as 'Background Reading' and listed in alphabetical order using the same format
as in your bibliography. For further guidance check your departmental handbook and the Student Learning
Centre guide: Referencing and Bibliographies. You need to give a definition of terms if you did not include
these in the title section, and explain how the details of the report are arranged. There are simple formatting
styles that can be used throughout your report that will make it easy to read and look organized and
presentable. That your information is accurate, with no gaps. Active voice makes the writing move smoothly
and easily. All your thinking needs to be focused on that, which may require you to be ruthless in your reading
and thinking. It follows that page numbering is important. Ultimately, the goal of a report is to relay
observations to a specific audience in a clear and concise style. Make sure that you keep track of your
references, especially for academic work. If your recommendations have financial implications, you should set
these out clearly, with estimated costs if possible. With proper planning, it will be easier to write your report
and stay organized. Specific information and evidence are presented, analysed and applied to a particular
problem or issue. Use the Active Voice. Writing the report: the essential stages All reports need to be clear,
concise and well structured. Read the report aloud and have someone proofread it for you. Lists can either be
numbered or bulleted. Also, whenever possible, phrases such as "small", "large", "greater than", should be
used in conjuction with the actual numbers. Above all, it should be easy to read and understand, even to
someone with little knowledge of the subject area. Figures and graphs should be numbered consecutively. The
references should be numbered and listed in the order they were cited in the body of the report. You'll get our
5 free 'One Minute Life Skills' We'll never share your email address and you can unsubscribe at any time. The
next step is to organize your information and begin putting it together in an outline. If your discussion section
is lengthy you might divide it into section headings. What additional, future work may be warranted? For
example, your conclusion may describe how the information you collected explains why the situation
occurred, what this means for the organisation, and what will happen if the situation continues or doesn't
continue. Not all of these elements will be essential in every report. Check that you understand all the
instructions or requirements, and ask your tutor if anything is unclear. A table or figure should never be
inserted into the report without first referring to that table or figure in the text. Feeling Stuck on Your Essay?
With careful planning, the writing of a report will be made much easier.


