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WRITING A REPORT

1.   REPORT VERSUS TECHNICAL ESSAY

A technical essay demonstrated understanding of a given subject drawn from reading or general experience.  A report is the description and evaluation of specific experience and may include recommendations for action.  The logical development of a report is generally similar to that of an essay, but it is even more heavily structured, both in the development of ideas and in its physical lay-out.

2.   GENERAL CRITERIA FOR WRITING REPORTS

i. The interest of the reader (primarily the person who has commissioned the report) are paramount.  S/he should be able to move back and forth in the text easily: if the report complies with formal rules this is possible.

ii. All comment must be supported by data.

iii. Clear distinction must be made between fact and opinion, and between author's ideas and data and those of other workers.  A coherent system of citing and listing references must be employed.

3.   STRUCTURE OF REPORTS
The physical structure of a report can be very complex.  For the purpose of writing an undergraduate technical report we suggest that this simplified scheme be followed:

1. Summary (one continuous paragraph.  All main features of report to be indicated)

2. Table of contents

3. Introduction - should include

Terms of reference of report: origin (why written); scope; 

 outline of the rest of the report, including conclusions

4.  (a)  Description of work done

     (b)  Results/outcome

5.   (a) Conclusions

      (b) Recommendations (sometimes)

6.   Appendices

7.   References

4.   SOME PRACTICAL NOTES

i. Lay the report out according to a logical method of sectioning, numbering sections and sub-sections.  This should be reflected in the Table of Contents.

ii. Compose the Report 'upside down'.  Summary should be written last and Introduction next to last.

iii. All detailed data to be put in the appendices: keep the main text short.

iv. Use one of the systems of referencing listed on the attached hand-out.
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