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This should normally include the title, your name and the 
name of the tutor to whom it is being submitted, date of 
submission, your course/department, and if applicable, the 
name of the person and/or organisation who has 
commissioned the report. Avoid ‘fancy’ fonts and effects. 

Most reports need an abstract, but they are generally more 
important for technical reports or scientific documents.  An 
abstract: 
• Is a succinct passage which provides a brief outline on 
 what was achieved/decided/concluded in your report. 
• Is placed on a separate page before the contents page. 
• Can be written last so that every bit of necessary detail 
 is taken from the finished report. 
• Is one part of a report that will certainly be read by a 
 client/assessor/manager. The rest of the report is read if more
 detail is required. 
• Is about half a page in length. Sometimes a word limit is
 given. This can range from 50–300 words.

Lists all major sections and page numbers.

Set the scene; give some background information about the 
topic. State the aim/purpose of the investigation. Outline the 
sections in the body of the report. In more formal 
reports/dissertations this is supplemented by a literature 
review. 

Organise these sections in a logical sequence: What you 
investigated, what you found, what interpretations and what 
judgements you made. Use short informative headings and 
subheadings. 

A conclusion will demonstrate an understanding of the 
findings. It notes the shortcoming/pitfalls of the methodology
and it will also make judgements. 

Methodology 

Methodology deals with the methods and principles used
during the research. Explain the method/s used for the 
research and why they were the appropriate ones. You may,
for example, be doing mostly documentary research or you
may have collected you own data. You should explain the 
methods of data collection, materials used, subjects 
interviewed, or places you visited. Give details of how/when
you carried out your research and explain why you used the
particular methods which you did use, rather than other 
methods. Also consider the ethical issues. 
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Discussion 

Interpret your findings. What do you make of them? How do
they compare with those of others who have done research 
in this area? The accuracy of your measurements/results 
should be discussed and any research design deficiencies 
should be mentioned.

What did you find out? Clearly present your results. Show
the essential data and calculations here. You may want to
use tables, graphs and figures.

Make your recommendations only if required. Include 
positive or negative suggestions for either action or further
research.

List all sources referred to in the body of the report. These
will be referenced in the body of the text using the Harvard
method. 

If you have used questionnaires, it is usual to include a blank
copy in the appendix. Also include data and/or calculations, 
to which you have referred to in the main body of the report. 
There may be maps, drawings, photographs or plans that 
you want to include. If you have used special equipment, you
may want to include information about it.   

A collection of unusual words in the report.
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