THE STUDENT’S TOOLBOX

WRITING SKILLS


C.1.4   WRITING Reports
AIM:  To learn how to structure and write a formal report

Reports are different from essays as their purpose is to present findings about an issue or problem and make recommendations.  People in business and other organisations write reports to present information about a specific subject in an ordered way.  

Report structure

There are different kinds of report, each with a different structure.  

Informal report

[image: image1.wmf]These are used within a department, for colleagues to inform each other about an issue.  They usually follow a simple format:

· Introduction – statement of issue or problem

· Factual information and/or possible solutions

· Conclusion and/or recommendations

The language in this type of report may be less formal than a formal report; after all, the writer and reader are likely to be colleagues who work closely together.  

Short formal report

A short formal report is for internal use within an organisation.  It may need to be circulated to a lot of different people, who may not work together regularly or know each other well.  It will therefore need to be more formal and include more information about the purpose of the report, the background to the report and the way the research was done.

This is a typical structure for a short formal report:


Extended formal report
Businesses, government departments and other organisations use extended formal reports when they have to produce a report for the public about a particular situation or issue.  The structure of an extended formal report is similar to a short formal report, except that it will have a synopsis at the beginning to set out briefly the main points of the report.  This is so that busy people, who may not have time to read the whole report in detail, will get an idea of what it contains.  

Also, because it is likely to be a long document, there should be a contents page, so that readers can find their way around it more easily.

It may also have a bibliography section at the end to provide details of all the source material used in the report.

Report layout
Your report should be divided into sections with headings.  Use sub-headings for important points within each section.

Each point should have a separate paragraph, numbered like this:


Report language and style 

Your language should be factual, clear and precise.  You should use formal language in a formal report:
· Third person, not ‘I’, ’you’, ‘we’ – eg: the committee asked for further details. 

· No slang.

SUMMARY:  Reports should be written in formal language and follow a clear, logical structure, using numbered paragraphs.  


















Title Page or Heading


Terms of reference - who the report is for, what it is about and when it is being presented


Procedure - how the information was gathered 


Findings – factual information, possible solutions/strategies


Conclusions – the conclusions you draw from your findings


Recommendations – how the problem could be solved: long and short-term solutions


Appendices – any additional information that may be referred to or needed as extra evidence





























3.  RECOMMENDATIONS


In the light of these findings, the following recommendations are made:


3.1   The tuck shop should be open every Tuesday in first and lunch break. 


3.2   A variety of non-chocolate snacks should be made available to staff and students.


3.3	As far as possible, items sold in the shop should be fair trade. 
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