
WRITING ACADEMIC REPORTS EXAMPLES

Learn the essential parts of an academic report and how to write each part with the help of this guide.

What are the limitations or flaws in the evidence? Stage Five: Writing the report Having organised your
material into appropriate sections and headings you can begin to write the first draft of your report. For
example: "Bad customer service decreases repeat business" is more concise and direct than "Repeat business is
decreased by bad customer service. Other details you may include could be your name, the date and for whom
the report is written. The last part of your paper is the conclusion. A Final Warning As with any academic
assignment or formal piece of writing, your work will benefit from being read over again and edited ruthlessly
for sense and style. Under this subheading, you'll need to list the materials you used to perform your
experiment. Geology of the country around Beacon Hill, Leicestershire Angus Taylor Example of a title page
Terms of Reference Under this heading you could include a brief explanation of who will read the report
audience why it was written purpose and how it was written methods. It should also touch briefly on your
conclusions. There's no need to go into great detail until you write the report itself. That way the report has a
greater impact on the reader. Unlike an essay , which sets out to defend a writer's view about a topic and does
not have to feature headings, a report discusses a topic in a structured, easy-to-follow format. It follows that
page numbering is important. The goal in a business report is to present new initiatives and "get things done.
Two of the reasons why reports are used as forms of written assessment are: to find out what you have learned
from your reading, research or experience; to give you experience of an important skill that is widely used in
the work place. The aims and objectives of the report should be explained in detail. Remember the executive
summary is designed to give busy 'executives' a quick summary of the contents of the report. It also circles
back to the introduction. Lists can either be numbered or bulleted. Share this page:. Many students have
consulted with HELPS Advisors over the years and have wanted to view past assignments to guide them in
their own writing. Also, the report writing format for students and professionals may cite facts and statistics to
make their case, but technical reports are more likely to follow a logical, step-by-step approach. Use headings
and subheadings to create a clear structure for your material. The discussion section could also discuss the
validity of the data and possible ways the experimenter would change their methods in order to get better,
more satisfying or more accurate results. Body This is the main section of the report. 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. If you're investigating the water quality of your town, you might select a
random sample of houses and ask those people if you could take a sample of water from their tap. Keep this
section free of jargon as many people will just read the summary and conclusion. Considering the implications
of your results â€” what they might mean for your practice, for example. When you are asked to write a report
you will usually be given a report brief which provides you with instructions and guidelines. Are you
wondering how to write a report? To determine your subject, write your idea in the form of a question. Even if
you already know the format, sometimes it's good to look at a visual example before you start writing.
Remember to write all the sections in plain English, except the body, which can be as technical as you need it
to be. Methods of discovery for other subjects are similar. As you read and gather information you need to
assess its relevance to your report and select accordingly. As always, check that you have not inadvertently or
deliberately plagiarised or copied anything without acknowledging it. Afterward, read what they have written
and edit your paper accordingly. 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. This report aims to
provide details of the stratigraphy at three sites - Copt Oak, Mount St.


