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Step Revise your draft report It is always important to revise your work. The basic structure of a report PDF
KB; opens in a new window Step 5: Draft the first part of your report Once you have your structure, write
down the headings and start to fill these in with the information you have gathered so far. He guided with his
inspirational words and inspired to do better. For example: "Bad customer service decreases repeat business"
is more concise and direct than "Repeat business is decreased by bad customer service. This is where you will
clearly explain the problem and advise your audience why you are writing this particular report. Conclusions
and Recommendations The conclusion sets out what inferences you draw from the information, including any
experimental results. Everyone sat glued to the show. Knowledge or Learning Acquired This section of the
report contains all the relevant information to your main topic. This event was whole day long and was held in
the auditorium of our school. Introduction â€” The first page of the report needs to have an introduction.
Report Presentation You will want to present your report in a simple and concise style that is easy to read and
navigate. 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. Use simple language. You must tailor your writing to meet the unique needs and
expectations of your audience. Most often, it will feature specific recommendations. All of the sections, with
the exception of the body, need to be written in clear English. It took two hours to clear the traffic. First
Impressions Count Reports should be well-organized and easy to follow. As always, check that you have not
inadvertently or deliberately plagiarised or copied anything without acknowledging it. Discussion If you wish,
this optional section can be included at the end of the main body to go over your findings and their
significance. It may include recommendations, or these may be included in a separate section. In the given
example above, you can write about what you have learned through the entire term in this section. Use the
Active Voice. The previous sections are to be written in basic English. Most importantly, all information
needs to be arranged in a logical manner, with the strongest points being mentioned first. Modern word
processors have features to add tables of contents ToC and page numbers as well as styled headings; you
should take advantage of these as they update automatically as you edit your report, moving, adding or
deleting sections. Introduction The introduction sets out what you plan to say and provides a brief summary of
the problem under discussion. Appendices This includes information that the experts in the field will read. Be
as clear and specific as possible. Reports are written to present facts about a situation, project, or process and
will define and analyze the issue at hand. Also remember to check tenses, which person you have written in,
grammar and spelling. You should split it into sections using numbered sub-headings relating to themes or
areas for consideration. Here you will explain the problem and inform the reader why the report is being made.
Check that your recommendations are practical and are based logically on your conclusions. In plain English,
explain your recommendations, putting them in order of priority.


