Report Writing

1.   Preparation before writing a report

* Determine the purpose of the report

* Draft title and outline

* Research

* Organize facts into sections

* Give sections headings and subheadings

* Draft findings

* Draft conclusions based on findings

* Draft recommendations based on conclusions

* Draft introduction

2.1   Format of a typical long report

* Title page

* Letter/Memo of Transmittal

* Table of Contents

* Executive Summary/Abstract

* Introduction

* Body of report (findings)

* Conclusions

* Recommendations

* Appendix/Appendices

* Bibliography/References/ Works Cited List

2.2   Format of a short report could be like a memorandum

           ----------------------------------------

Report preparation and writing checklist

1.  Preparation before writing a report

1.1   Determining the purpose

* Define the purpose

* Set limit and scope

1.2   Drafting the title and outline
1.3   Generating Primary Data
1.3.1      Surveys

1.3.2      Interviews

1.3.3      Observation and Experimentation
1.4   Researching secondary data

1.4.1     Electronic Databases

Magazines, newspapers, journal articles, newsletters, business reports, company profiles, government data, reviews, directories…
1.4.2     The Web

Product data, mission statements, staff directories, press releases, current company news, government information, article reprints, scientific reports, employment information…
1.4.3    Internet Search Tips and Techniques
*Use google and one more search tool
    *Understand Boolean commands when searching

     and, or, not, +, –, “…” 

    *Be specific
    *Use wild cards (e.g., cent** will retrieve center and centre   

2.   Title page

     * Title of report

     * Author(s)

     * (Organization of authors)

     * Date

     * (Person/group who commissioned the report) 
3.   Letter/Memo of transmittal 
3.1  Outline of letter of transmittal
Introductory Paragraph:  

Title and purpose (if not clear from the title) of the report 

  Audience for the report (who is it written for?) 

  Authorization —  

Who authorized the project? 

      When? 
Body Paragraph(s):

Methods — briefly mention them, unless they are very important, in which case you could have a short paragraph on methods 

    Result — Give an overview of your results, 

            point out the main results, or 

            point out surprising results/findings. 

    Conclusions  

    Recommendations 

Conclusion Paragraph 
Acknowledge assistance you received. 

    Offer to assist with interpreting your report. 

    Offer to assist with carrying out further work. 

    Make a call to action. 

    Add personal comments. 

Notes:

Use correct business letter format (one page, single space).  
    Keep the level of technicality low. 

    Refer to your proposal: problem, objectives, scope.  

Show how the report meets/does not meet your proposal objectives. 

        Define or redefine the scope of your project. 
(< http://www.class.uidaho.edu/adv_tech_wrt/week14/letter_transmittal_outline.htm>). 

3.2  Sample of a letter of transmittal
Notes: In this letter the author does this:

Paragraph 1: relates the enclosed final report to the proposal and tell who will receive the report.

Paragraph 2: summarizes the report.

Paragraph 3: concludes by offering to help.

xxx S. Asbury #2

Moscow, Idaho 83843

(208) 882-7xxx

xxxxxx@hotmail.com

December 11, 2001

Mr. Phil Druker

English Department

University of Idaho

Moscow, Idaho 83844

Dear Mr. Druker:

Enclosed is a copy of “Lamb Production and Survival in Lambing Areas and Summer Ranges of a Bighorn Sheep Population Wintering on Big Creek In Central Idaho.” This report is a summary of my findings from the work that I completed during the summer of 2001 on bighorn sheep (Ovis canadensis Canadensis) in the Frank Church–River of No Return Wilderness. It will aid in the future management of bighorn sheep in Central Idaho and adds new information to the established baseline data of this population. Funding for this report was approved on October 18, 2001 by your department. I completed the report on schedule and met all my proposed objectives within the allotted budget of $5,998. A slightly revised version of this report will also be submitted to Jeff Rholman of the Idaho Department of Fish and Game; Janette Pope of The Charles DeVlieg Foundation; the Dean of the College of Natural Resources at the University of Idaho, Jim and Holly Akenson, Managers of the University of Idaho’s Taylor Ranch; and will be submitted as an output for the fulfillment of my senior thesis requirement under Dr. Lissette Waits and Dr. Jim Peek. 

As promised in my proposal, this report includes information on the lamb production and survival of bighorn sheep in Big Creek during the summer of 2001. This information is then compared to lamb survival and production during the documented Pasteurella related die-off in 1989 and 1990. This report also includes an assessment of the possible shift in lambing area used between past a current studies and a discussion on the possible factors affecting the observed lack of lamb mortality. Through this research, I found that while lamb production was similar in 2001 to production in 1989-90, lamb survival through the summer was significantly different. This suggests that the Big Creek bighorn sheep population is not currently experiencing the affects of the Pasteurella bacteria that was so devastating in 1989-90. It also suggests that the recovery time from a Pasteurella related die-off is greater than 10 years as this population is not yet stabilizing. This report also outlines recommendations for continued long-term monitoring of the population.

If you have any questions and/or comments regarding the interpretation of this report please feel free to contact me at the addresses or phone number above. Thank you for your funding of this project, and I look forward to working with you again soon. 

Sincerely,

Chris McDaniel

Enclosure: Final Report 

(< http://www.class.uidaho.edu/adv_tech_wrt/week14/letter_transmittal_outline.htm>). 

4.  Table of Contents

4.1  Organizing facts into sections

An important difference between an essay and a report is the layout. The layout of a report represents important choices made by the writer in regard to the range of the material covered, the relative importance of the sections in the report, and the relatedness of information within sections. 
4.2  Layout systems

A writer usually chooses one of the following two layout systems: decimal numbering or number-letter. Once a system is chosen, the writer must present this system consistently throughout the report. 


4.2.1  Decimal numbering 

	First level 
	1.0 
	2.0
	3.0
	4.0
	5.0

	(of importance/generality) 
(also termed the A heading)
	N.B. The `point-zero' is not always used in decimal 
numbering systems

	Second level 
(also termed the B heading)
	1.1
	2.1
	3.1
	4.1
	5.1 

	Third level 
(also termed the C heading)
	1.1.1
	2.1.1
	3.1.1
	4.1.1
	5.1.1 

	Fourth level 
(also termed the D heading)
	1.1.1.1
	2.1.1.1
	3.1.1.1
	4.1.1.1
	5.1.1.1


This is generally used with indenting to structure the text in the following way. It is possible for a reader to gain a strong indication of the relatedness, and relative importance of the parts of the text as a result of this layout, even though no meaning from the content is provided. 


1.0 ______________________________________ 

1.1 _______________________________

1.2 _______________________________

1.2.1 ________________________
1.2.2 ________________________

1.2.2.1 _______________
1.2.2.2 _______________

2.0 ________________________________________ 

2.1 _________________________________

etc. 

4.2.2  Number-letter (less commonly used today) 

	First level (of importance/generality)
(A heading)
	I
	II
	III
	IV
	V
	VI
	VII

	Second level 
(B heading)
	A
	B
	C
	D
	E
	F
	G

	Third level 
(C heading)
	1
	2
	3
	4
	5
	6
	7

	Fourth level 
(D heading)
	(a)
	(b)
	(c)
	(d)
	(e)
	(f)
	(g)

	Fifth level
(E heading)
	(i) 
	(ii)
	(iii)
	(iv)
	(v)
	(vi)
	(vii)



I ________________________________________ 

A ________________________________

B ________________________________

1 __________________________
2 __________________________

(a) ___________________
(b) ___________________

II ________________________________________ 

A ________________________________

etc.                    ecoming ber to ------------













































































4.3  Drafting Table of Contents (Giving sections headings and subheadings)
The table of contents is assembled from the headings and subheadings of the report's sections, and includes the appropriate identification numbers/letters as well as the page numbers. Here is an example of setting out, although there are many variations. 


4.3.1  Example  

Abstract  1

Introduction
2

1.0
Computer crime
2


1.1 Main types of computer crime
2



1.1.1
Theft of computer time
3



1.1.2
Theft, destruction, or changing programs/data
3



1.1.3
Alteration of data stored in computer files
3



1.1.4
Accessing a private computer system
3



1.1.5
Percentages of computer crime in Australia
4


1.2 How computer technology has changed traditional crimes
4



1.2.1
The modem
4



1.2.2
Organized crime
5



1.2.3
Old laws
5



1.2.4
Access to computers     5


1.3 Why computer crime is so costly and widespread
5



1.3.1
Cost
5



1.3.2
Extent of computer crime

6

2.0
The profile of a computer criminal
7


2.1 The novice
7


2.2 The student
8


2.3 The tourist
8


2.4 The crasher
8


2.5 The thief
8


2.6 Other types
9

3.0
The law and penalties
9


3.1 Current law and intangible property
9


3.2 New laws - resistance to change
9


3.3 Examples of poor laws
10

4.0     Conclusions and Recommendations   11

5.0     Appendix        12

6.0 Bibliography
13 

(Adapted from < http://www.roma.unisa.edu.au/07118/language/reports.htm>).

5.     Executive Summary/Abstract

5.1    What is an Executive Summary?


5.1.1  It is a concise presentation of a report's major findings, conclusions, and recommendations; 

5.1.2  In both content and structure, it is tailored to inform and to influence your readers, and entice them to read the main report.

5.2    Purpose of an Executive Summary

5.2.1  If it is of a business report, the Executive Summary serves to provide a brief overview of the content of the report. As it should comprise no more than 1,000 words (2 pages) and include no substantive details, a concise, logical, and convincing case for the course of action that the report recommends should be made. 

5.2.2  If it is of a business plan, the Executive Summary is an introduction to your business, designed to interest and excite investors that your business is a winner. It will include summaries of:

5.2.2.1  your mission statement: focus on the opportunity your business provides investors and why the opportunity is special 

5.2.2.2  a description of your company, including your products and/or services 

5.2.2.3  your business's management 

5.2.2.4  the market and your customers 

5.2.2.5  marketing and sales 

5.2.2.6  your competition 

5.2.2.7  your business's operations 

5.2.2.8  financial projections and plans

5.2.2.9  end with a clinching sentence or two that answers the investors' question: "Why is this a winning business?"

         (writing one to three sentences about each topic above. No more!)

5.3    How to write an Executive Summary

5.3.1  Go directly to the heart of the matter; start with a statement that presents the problem in one or two sentences.

5.3.2  Capture the reader's interest by showing immediately that you offer something useful in your proposed solution or advice.

5.3.3  Present three to five major findings, in either ascending or descending order of importance, that show your reader the extent of the problem. 

5.3.4  Focus on what you recommend, who should take the action, what benefits will ensue, and what alternatives are available. 

5.3.5  Do not recount background information, describe how you arrived at your findings, or even mention the task or the report; let the Executive Summary stand alone.

5.3.6  Draft conclusions based on the findings. Make sure that your reader is clear about your criteria for choosing among possible solutions.

5.3.7  Give recommendations drawn from the conclusions. Recommendations should be made as specific as possible, making use of the journalist's rule for a good lead: Who should do What, Where, When, Why, and How. 

5.3.8  Make sure your reader know what benefits will ensue from your recommended course of action.

5.3.9  Write in a crisp, appealing style, with short sentences, positive tone, first-person plural (we), no technical terms or jargon.

5.4    Example of an Executive Summary:

Work demands and family responsibility have increasingly come in conflict as mothers have become a large part of the workforce, and fathers have begun to share in the caregiving responsibilities. Working parents at B. Insurance Agency need to care for their children. What benefits can be obtained from the employer and employees by encouraging B. Insurance Agency to provide a daycare center during working hours? Child care programs can benefit employers by decreasing absenteeism, providing higher productivity, and having a lower turnover rate. Developing a program at work can make it easier for parents to balance their work and family responsibilities at B Insurance Agency. 

This report concerns B. Insurance Agency and its attempts to establish a daycare center. 

In order to assess child care needs, surveys were given to employees, three interviews were made with a working parent and two were made with managers.  The 19 completed surveys indicated if employees have child care needs and what these needs are. The survey also specified how the company is affected. Nine employees (47 percent) missed a full day during the past six months because of child care difficulties or because the child was sick. Ten (53 percent) employees had a minor problem with the ability to do the job well and the level of stress experienced. Over half of the employees (n=14) have children under the age of 12 and usually need child care during the work hours. Twelve employees (63 percent) think one of the most important requirements is the need for more employees than ever before to handle child care while they work. 

Unscheduled absenteeism reported to supervisors as being caused by illness or personal problems was in some cases, actually caused by underlying difficulty with child care. Difficulty with child care is considered to be the third largest cause of absenteeism in the company. Tardiness provided sufficient cause for nine employees from commuting delays because child care is inconveniently located.   For this selected sample, respondents support and prefer care to be located at or near work. 

Child care programs can be an effective management tool that serves the goals of both the company and the program participants as well. Company centers are one of the more expensive options for employers, but these centers represent the greatest potential for solving a wide variety of child care needs if properly designed.   Staff who are also parents are very willing to become involved in setting up and running a day car centre. 

Setting up a daycare program on site at B. Insurance Company can be accomplished as a non-profit organization with a board of directors consisting of parent and company representatives. 

(Adapted from G. J. Christensen, Executive Summaries Complete the Report 1997.  Accessed 24 Apr. 2008. <http://www.csun.edu/~vcecn006/summary.html>).

6.   Introduction
6.1  Defines the purpose and the scope of the report, with:

6.1.1  terms of reference
6.1.2  background information

6.1.3  explanation of arrangement of report

6.1.4  definition of special terms
7.   Report body (findings)

7.1  Format

7.1.1  main headings indicating equal level of importance, likewise are the subheadings
7.1.2  choice of levels indicating hierarchy of importance
7.1.3  space between sections to enhance readability and layout

7.1.4  charts, graphs, statistics and illustrations check for suitability, captions, reference in text and positioning; some of them may be placed in the appendix

7.2  Expression 

7.2.1  be correct and concise
7.2.2  use your own words
7.2.3  be formal and factual

7.3  Content

7.3.1  have logical development of ideas from one section to another, and within each section

7.3.2  cite evidence

7.3.3  be relevant

7.3.4  be objective and specific

7.4  Citation 

While writing your report, you must give citation to all material you have used as sources. These citations must be made whenever and wherever you quote, paraphrase or summarize opinions, theories or data of others.  
7.4.1  Citation systems

The Harvard (author-date, in-text, parenthetical) system is the one usually encountered in the sciences and social sciences, and is the preferred referencing system for report writing. In writing academic papers where long and argumentative reasoning may sometimes call for, I’d prefer doing so with footnotes. 

7.5   In-text citation

For the citations in your text, only the author’s surname, year of publication for the material cited, and page numbers, if necessary, should be listed, and do so in brackets. 

7.5.1  Page numbers in citation are necessary when you quote or paraphrase particular passages, figures or lists from your sources:

It is argued (Johnson 2006, p. 185) that the degradation of limewater by atmospheric CO holds up under scrutiny…
7.5.2  When you paraphrase material from your sources you must make it clear from your citation that you are giving a modified version of someone else’s work in your own words:

A recent study (Prechter and Wang 2005) has proposed that …
7.5.3  Reference to materials written by more than two authors should include the surnames of all authors the first time the citation appears. In later citations of the same work, include only the surname of the first author and the abbreviation et al. (meaning ‘and the others’):

A recent study (Prechter and Wang 2005) has proposed that …
The research cited above (Prechter, et al. 2005)

7.5.4  Reference to different authors with the same surname should be distinguished by the authors’ initials:

A recent study (D.A. Wang 2006) has shown…but others (G.F. Wang 2003, for example) have proposed…
7.5.5  When you have read an account of the original work by one author (primary reference) in another book or article (secondary reference), both sources must be acknowledged in your reference:

Einstein (Wolfe 1978, p. 238) stated that…
or

Einstein wrote in 1953 (cited in Russell 1962, p. 122) that… 

or

Russell (1962, p. 122) quoted Einstein’s 1953 letter as…
Einstein is the primary reference, and Russell is the secondary reference.

7.5.6  If you need to cite several references at the same point, separate the authors’ names by semi-colons, with surnames in alphabetical order:

Recent studies (Johnson 2001; Knetgher 1999; Smith and Miller 2003) have shown…
7.5.7  References to two or more publications in the same year by the same author should be distinguished by adding a, b, and so on:

A recent study (Johnson 2007b) has shown…
Recent studies (Johnson 2005, 2007a and b) have shown…
7.5.8  References to personal communications should include initials, name, pers. comm. and date:

In response to the query the professor answered (L.G. Sartre, pers. comm., 2006)…
7.6   Quotations

When the exact words of a writer are quoted, they must be reproduced word for word. Quotations should be carefully selected and sparingly used. Too many quotations would lead to a poorly structured text and give the impression of an inferior argument. Use of a direct quotation is justified when:

   *the original words are so concisely and convincingly expressed that they cannot be improved upon;

   *a major argument need to be documented as evidence;

   *the writer of the report wishes to comment upon, refute or analyze the ideas expressed in the original source;

   *changes, through paraphrasing, may cause misinterpretation.

7.6.1  Short quotations (up to 4 lines)

Incorporate the quotation into the sentence or paragraph, without disrupting the flow of the text, using the same spacing as in the rest of the text. The source of the quotation is acknowledged in the text. Use single quotation marks at the beginning and end of the quotation:

The Style of Manual (1978, p. 46) states that ‘the modern tendency to use single quotation marks rather than double is recommended.’
7.6.2  Long quotations (more than 30 words)

Do not use quotation marks. Indent the quotation from the remainder of the text. Some writers recommend the use of smaller type or italics to set off indented quotations. Introduce the quotation appropriately, and cite the source at the end of the quotation as you would in your text.

7.6.3  Interpolations

These may be used in quotations when words in the original text need to be changed (e.g., in tense) or added to fit in with the text, the changed or added material may be introduced into the quotation by enclosing it in square brackets [ ]. A common interpolation is the use of the term sic in square brackets. This is Latin for ‘thus’, ‘so’, ‘as such’, or ‘just as that’, and indicate that an incorrect or unusual spelling, phrase, punctuation, and/or other preceding quoted material has been reproduced verbatim from the quoted original and is not a transcription error. For instance, quoting the U.S. Constitution:

The House of Representatives shall chuse [sic] their Speaker... 

7.6.4  Ellipsis

Irrelevancies within very long quotations can be omitted by the use of an ellipsis which is indicated by three spaced dots (…). Ellipses can be placed at the beginning or the end of a quotation.

8.   Conclusions
8.1  arising directly out of the findings

8.2  be convincing

8.3  no personal opinions involved
8.4  a substantial basis for the recommendations

8.5  use present tense
9.   Recommendations
9.1  based on the conclusions

9.2  practical

9.3  specific

9.4  well organized, with the most important first

9.5  give more than one recommendations to cover all choices

10.   Appendix/Appendices
For information that is relevant to the report but for some reason you have decided not to include them in the body of the report; they could be tables, graphs, correspondences, maps, charts, diagrams, copy of questionnaires, surveys, interview transcripts, etc.

Appendices should be arranged in the order referred to in the report.

11.   Bibliography/References/ Works Cited List
A bibliography, references, or works cited list, in alphabetical order of authors’ surnames, and if the author’s name is absent from an entry, use the title of the work instead, must be attached to the end of your report, giving complete details of all references actually used in the report. The second line of an entry should be indented. For example:
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