REPORT WRITING
A report is based on information gleaned from research.  It is based on a specific brief or set of instructions called the terms of reference.  It is a formal presentation of information leading to conclusions and/or recommendations.

When writing a report you need to keep in mind the following questions.

What is the purpose of this report?  Who is going to read it?  What do they want to find out?  What do they already know?  Where will I get the required information?

When you have figured out the answers to the above questions then you can start planning your report.  The report must be researched, the information analysed, the first draft written, the draft revised, conclusions drawn and recommendations written, a bibliography written.  Finally, the document must be proof read and any final corrections made.

To achieve this it would be useful to draw up a plan and timetable leaving plenty of time for each stage.  

Research:

To properly research you should consult as many sources as possible.  Your report must show evidence of reading.  Keep a record of what you have researched and where you have found information.  You will need this later for your bibliography.  Write notes as you go along.  If you take quotations keep the reference and page number.  
Research on a computer is done using key words in a search engine.  Key words are words you put into a search engine which will look up all references to these words.  Search engines can return hundreds of thousands of possible website addresses within seconds.  To maximize the efficiency of your word search try to keep your key words precise.  Be precise about the country you want to look in, the geographical area, language, method or source.  Most importantly be clear with your key words.  Words with more than one meaning will give you hundreds of thousands of websites that are of absolutely no use to you – or may even be offensive to you.

Next, file and organise all the useful information you have gathered.  Put your notes into headings, filing information under its relevant heading.  You can also use a spider diagram or flowchart to organise the information you have.  For a spider diagram put the key word in the centre of the page and headings on arms from this.  Then you can fill information under each heading.  
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Structure of the report:
The report will consist of all or most of the following:

· Title page

· Contents page

· List of diagrams/pictures

· Summary

· Introduction

· Body of the report

· Conclusions

· Recommendations

· Bibliography

Title Page:  
The title page will contain the title of your report and your name.

Contents Page:
The contents page will contain the main headings or chapters of your report with page numbers.    ( Each new chapter/section should be on a new page.)  When typing the contents page, leave the numbers until the rest of the document has been completely finished, if you put the numbers in early and change something later your page numbers will be out of sequence.

List of diagrams/pictures, if these are used this page should name them and the page number where they can be found.

Summary:

It is not always necessary to include a summary.  However, sometimes a summary is the only part of a document that is read.  A person who received several reports a week will go straight to the summary and recommendations.  A summary should fit on one page.  It should name the main topic of the report, give the main evidence or facts and any conclusions or recommendations.

Introduction:
In your introduction you set out your stall, you tell us what you are setting out to do.  How did you gather all the information you are about to give us?  Was it through reading, questionnaires, experiments or a combination of methodologies?  Give an analysis of your findings and main recommendations.  Also in the introduction explain any acronyms, technical terms or jargon.  Avoid the use of jargon.
Body of the report:

This is where you will tackle your aims and objectives.  You have set out to analyse an issue, this is going to be the meat of your report.  In your preparation you wrote out your notes under headings.  Under your chosen headings write out the facts you wish to present.  Write out your findings and analyse and discuss them.  Make sure your information is factual, can I look up and check what you have written.  

WRITE YOUR REPORT IN YOUR OWN WORDS.  It is mind blowingly frustrating to read a series of half sentences that a person has copied from the internet and pasted – badly sometimes – into a paragraph which ends up being like a maze to read.  Your document will only flow and be easy to read if you have written it yourself.  

Write a rough draft first.  Present your facts and evidence and discuss the issues and then read it back and see does it naturally lead you to conclusions.  Be as objective as you can, I want to read facts and not a personal rant about an issue that is unsubstantiated.  

Conclusions and Recommendations:

What conclusions can you draw from the facts you have given me.  From these conclusions can you recommend steps to be taken in the future around this issue.  If steps should be taken, who should they be taken by, what should they do, when should they do it and where?
Bibliography:

The Harvard system is used for a bibliography:

List all sources used.  The Harvard system is as follows:

Name of author, initials, year of first publication, title of publication, publisher, place of publication, page numbers.

If the source is a book underline the title.  If the source is a magazine put the title in inverted commas.

Eg:

Pirsig, R.M., 1974, Zen and the Art of Motorcycle Maintenance, Corgi, London.

All references should be in alphabetical order.  

When you have finished your report check it for spellings, punctuation and grammar.  Is it easy to read, is it easy to find information in it?  Are all the facts correct?  Keep sentences short.  Be careful of joining a lot of sentences using ‘and’.  
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