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FORMAL REPORT WRITING
 WRITTEN TO INCREASE YOUR SPEED OF WRITING
EDITED BY AN EDUCATED TEAM, WHO ALSO HAVE PRACTICAL BUSINESS EXPERIENCE

 PAST RECORD HAS PROVEN THIS PAPER ENHANCES 
ACADEMIC ABILITY 
 

 INTRODUCTION
The aim of this paper is to provide instruction on the best way to write a Formal Report.

It has been taken into account that the writer is a complete novice. Written assistance has been provided on that basis.

The points below have been taken from a model whose aim is to provide a working way of Report writing in the field. 

FINDINGS

This unit should be studied after 'Informal Report Writing'. However, 'Formal Report Writing' ensures that more angles are sought, and so as a consequence the Formal Report is more detailed and longer.

Be aware of the purpose of the report. A reports objectives are:

- To provide information
- To analyse facts
- To put forward ideas
- To recommend a course of action

When continuing to read-on, read one section at a time and then employ the below method to that section.

THE STRUCTURE OF FORMAL REPORT WRITING

The following structure provides efficient report writing guidelines. Please write in the following order... 


1. Title Page

1.1 The title should accurately describe the report contents. Do not seek to find 'catchy' titles. Recognise you are producing a report, not a paperback.

1.2 Make sure you give your name as the author. Don't hide at the bottom of the title page. Make your name prominent, a size larger.

1.3 Other details to go on the title page are file reference, date, and number of versions and the names of the people these have been given to. If unsure ask for advice.

1.4 Make sure you include page numbers as well as named sections/chapter titles. For example, 'Summary' being one named section.

1.5 Ensure that the title page looks professional, as it forms a key part of the 'first-impressions' process.

 

2. Summary

2.1 If the report is more than 3 pages (750 to 1200 words) long, a summary should be provided so that people can see at a glance what the report is about, its findings, and what the recommendations are. Write the summary after you have written the report’s Findings.

2.2 Normally the summary will be printed immediately after the title page.

2.3 The summary should be an abbreviated version of the whole report. So summarise each section and explain what it does. Then simply give the outcome when all the sections are combined.

 

3. Contents Page

3.1 For reports with less than 5 pages, a contents page is not necessary.

3.2 If your report includes some appendices, the titles of these should be listed but not page numbered.

 

4. Acknowledgements

4.1 List here the names, roles and organisations of all those who helped you to compile the report.

4.2 Books and articles studied should appear in a separate list (named Reference or Bibliography) at the end of the report.

 

5. Terms of Reference

5.1 This section should answer the question - ''and give the report's purpose/ what were you asked to do?'' ''Who asked for it to be given?'' and ''What powers were you given?'' [i.e., access to others, your budget, etc].

5.2 If you write the report on your own initiative rather than being asked to write it or having it commissioned by someone else, the heading Terms of Reference would be inappropriate. Instead you should call this section Objectives (which were asked of by that person), then list the purposes your report would be intending to achieve.

5.3 Clarifying the Terms of Reference/ Objectives can be useful for not only showing what the report is about, but also indicating what the report is not about. In other words it helps to outline the reports boundaries. This can divert criticism if you are accused of not writing about something that was, in fact, outside your initial guidelines.

6. Introduction

6.1 Readers want to know some of the background of the subject, which would form the theme of your report.

6.2 If the report has been designed to solve a 'problem', the history of the 'problem' should be reviewed, including the situation that prompted the report to be written.

 

7. Method(s) of Investigation

7.1 It is essential for readers to judge the authenticity of the evidence, so include this section in your report.

7.2 You should mention all your sources and, if appropriate describe how you put together the Survey.

7.3 Copies of questionnaires or any other research instruments should be related to the appendices.

7.4 If you studied any published documents, record this at the end of the report in Recommendations/Bibliography.

 

8. Facts / Findings

8.1 You should not use the words 'Facts' or 'Findings' as paragraph or section titles, choose phrases appropriate to the subject matter. Please see above, number 1 for such an example.
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8.2 This section provides the evidence. Again, include only the most relevant information.

8.3 The information will then be placed in a logical order, perhaps in chronological order.

8.4 Arranged under sub-headings with numbered points.

 

9. Conclusion

9.1 This section should explain what your facts or findings actually mean, i.e. discuss the implications arising from the detailed sections.

9.2 Recognise that this section should not incorporate any new facts.

 

10. Action Taken

10.1 Do you and have you taken any action in relation to your report?

10.2 Have you had approval to take action? If not say so. 

10.3 With some reports you may have already put the situation right, without waiting for your recommendations to be approved.

11. Recommendations

11.1 The aim of the report is to make certain suggestions. These should be in the Recommendations of the report. When making these recommendations explain the steps that should be taken.

11.2 When assembling your recommendations ensure your ideas are adequately and clearly spelt out, enabling the reader to act upon them.

11.3 If your proposals involve 'expenditure' you must supply an evaluation to answer the 2 key questions many senior managers will ask:

 

  1. What does it cost?,
  2. What do I get for it? 

 

11.4 Try to avoid weak suggestions like, 'More thought needs to be given to ...' or 'Senior management should communicate more.' Such statements are unfocused and offensive to those whose behaviour you are seeking to change. Therefore self-righteous and patronising suggestions should be avoided. 

 

12. The Future

12.1 Some reports benefit from a final section, which outlines what will happen if the Recommendations are accepted (and even what might happen if they aren't).

 

13. Bibliography/ List of References

13.1 It is also appropriate to include a List of References (sources which have been mentioned in the report itself), or a Bibliography (written sources which have been used but which are not directly quoted).

 

14. Appendices

14.1 All detailed graphs, lists, questionnaires, etc. should be arranged into separate appendices.

14.2 However, don't pad out your report with too many appendices, you may think it will make you look more hard-working and conscientious, but remember that your readers are busy people too.

14.3 Nothing should be included as an appendix if it isn't mentioned in the main body of the report.

 

15.  Glossary
15.1 Define the meaning of technical terms.

15.2 If the report is going to be read by people who are unfamiliar with your topic, a Glossary of Terms would assist these people in understanding. 
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Remember that a report is a working document with the aim of giving facts, and with these facts the reader can be persuaded.
 

16.  Check List
16.1 
A report should:

16.2 

Aim to provide information

16.3

Aim to express facts found.

16.4 

Use unemotional language.

16.5

Use language which is concise.

16.6 

Use short and simple sentences. 

16.7

Aim to assist the reader.

16.8 

Have connections between points.

16.9 

Have a layout which displays information clearly.

16.10 
Have recommendations, which arise from the reports Findings and not personal bias. 

 

Personal Educational Experience

 

CONCLUSION

Instruction has been provided regarding the most beneficial way of writing a Formal Report.
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