Report writing: Formal

There are many different types of reports. This information is 2 basic outline only, Before you
attempl ta write'a report, you should check the particufar requiremeants for the subjecl.

A formal report iihm.th_lw the following amangement.

1. TITLE PAGE — The Title Page must inchuie the subject of the repart, who tha report is for, who
the report is by and the date of submission.

2 ABSTRACT — AnAbsiract is usually 100 lo 200 words and should inclefe the following.

wity the report has been written {Le. whal guestion or protilem is it addressing?)
how tha study was undertaken

what the main findings ware

what the sigrificance of the findings is.

Be specific and precise so hat the resder can get a good understanding of the main points withaut
having to read the whole report.

The abstract should be on a separate page with the cenfred heading ABSTRACT in capitals. If is
usually written in a single paragraph with no ndentation

3. TABLE OF CONTENTS — The Tahle of Contents should be on a sepamte page. |t helps fie
reader o find specific information and indicates how the informatien has been organised and what
lapics arg covered. The table of conlents should also nclude & list of figures and & list of tables
if any ara used in the repor.

4. INTRODUCTION — The Introduction has three main components.

1. Tha Background which describes events lsading up to the exiating situation, what
projecis have bean done previoasly, and why the project or study is necessany,
2 The Purpose which defines what the project or study |s 1o achieve, who
authorised il and the spedfic terms of reference.
E:S:nplmhid‘l outiings any limitafions imposed on the project such as cosl,
B

5. BODY — The Body vanes accomding to the type of reporl. Basically. it answers the questions —
W9W?Nm?“m?m?w{nmmv&mgﬂhmmpm it would consist of all the
infarmation required o convince the reader that the conclusions and recommendations ars
validireliable. This information must be presented ina systematic way.




