
Report writing

The term ‘report’ covers everything from a couple of handwritten lines, to the printed report of hundreds of pages made as a result of the investigations of a Royal Commission. You will be comforted to hear that your report lies somewhere in the middle of those extremes. Your report should be between 800 and 1000 words in total.

The purpose of a report is to present information to the reader. It aims to identify the features of some system, object or process and classify them in a meaningful way.

The information collected needs to be systematically organised so the reader can easily make sense of it. 

A successful report has the following:

· a clear purpose

· language aimed at the target audience

· accurate information

· a logical, ordered structure with clear headings.

Types of reports

The main types of reports are:

1
informative reports

2
analytical reports.

The informative report 

An informative report is a comparatively easy form. It involves the gathering and synthesising of facts, and their presentation in such a way that the facts are made clear to the reader. 

The analytical report 

An analytical report attempts to address the solution of a problem. For instance, a problem surfaces, a school might have a problem with truancy among year 9 students so the principal calls in an expert to investigate the reason. Fact-finding is the first job, but an important part of the task is the analysis of the facts and the conclusions drawn from them. The expert diagnoses the trouble and finally recommends a solution.

This report will be of the analytical type.

The structure of the report

Your report should have the following sections:

1.
Report heading

Reports should begin with a brief statement indicating who the report was produced by and why it was produced.

2.
Table of contents 

Reports will nearly always have an index at the start detailing information on the organisation features of what follows. It will need to include information on the headings, diagrams and illustrations in the report.

3.
Introduction 

In the introduction the writer needs to establish the topic of the report and a clear indication of why it is being investigated. Introductions will often include a definition of the subject of the report as well an explanation of the scope and arrangement of the rest of the report.

4.
Main body 

This is where the bulk of the information is presented. The information in a report is divided up into ‘chunks’ of information organised under headings and subheadings in a way that is easy for the reader to follow. 

Ideas need to be structured into paragraphs with a clear topic sentence followed by supporting ideas.

Each paragraph should be about one idea only.

Each paragraph should contain:

· Topic Sentence introduces a particular topic or issue to the reader.

· Developing Sentence(s) expands on the topic or issue through explanation of the topic or issue.

· Supporting Sentence(s) provides factual information that supports the topic or issue, sometimes through the use of examples.

· Concluding or Linking Sentence provides a summary of the paragraph and link to the next paragraph.

5.
Conclusion 

The conclusion is often a summarising of the main point of the report or a way of drawing the information together for some sort of closure.

6.
Bibliography

You must acknowledge where all your information came from by listing details about the book, internet site, magazine, documentary you used.
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