
GOOD REPORT WRITING FORMAT

With Descriptive English forming an important part for exams like SBI PO, UIIC AO etc. we bring to you in this article the
Report Writing Format.

These will help keep the report organized and can be listed in the table of contents so they can be found
quickly. Begin by grouping together points that are related. Guesses and hunches have no place in a report.
Summary Abstract The purpose of the summary is to briefly describe the content of the report. Academic
Writing: The first thing to note is that academic writing is extremely formal. A finishing touch to make a great
impression on the reader is how you package the report. You will need to proof read your report for errors of
spelling or grammar. It also uses fewer words than the passive voice and gives impact to the writing by
emphasizing the person or thing responsible for an action. Not only will this help create a natural flow of ideas
for readers to grasp, but this will also contribute to the credibility and reliability of the writer as well as the
information contained in the report. Sometimes, writing in paragraphs can be challenging, especially when
dealing with similar or conflicting points that need to be enumerated one by one. Always print the final report
on good quality paper. Example of terms of reference Summary Abstract The summary should briefly describe
the content of the report. What are the limitations or flaws in the evidence? Bernard Abbey and Oaks in
Charnwood. Keep referring to your report brief to help you decide what is relevant information. A well written
report will demonstrate your ability to: understand the purpose of the report brief and adhere to its
specifications; gather, evaluate and analyse relevant information; structure material in a logical and coherent
order; present your report in a consistent manner according to the instructions of the report brief; make
appropriate conclusions that are supported by the evidence and analysis of the report; make thoughtful and
practical recommendations where required. Errors in presentation or expression create a poor impression and
can make the report difficult to read. It would be best to write this when the report is finished so you will
include everything, even points that might be added at the last minute. It is not enough to simply present the
information you have gathered; you must relate it to the problem or issue described in the report brief.
Ultimately, the goal of a report is to relay observations to a specific audience in a clear and concise style. You
may also insert the definition of terms in this part if you have failed to include it in the title section. You may
also see quality report examples. Remember that the information needs to be organized logically with the most
important information coming first. If time allows, proof read more than once. These should be used in
conjunction with the instructions or guidelines provided by your department. Do not go into a lot of details
unless it is needed. An effective report presents and analyses facts and evidence that are relevant to the
specific problem or issue of the report brief. Conclusion â€” This is where everything comes together. With
proper planning, it will be easier to write your report and stay organized. Terms of Reference Under this
heading is where you mention who will read the report audience , why was the report written, and how it was
written. Take note that proper formatting also involves the subsections, font style and size, and the manner in
which data is presented. In some reports, particularly in science subjects, separate headings for Methods and
Results are used prior to the main body Discussion of the report as described below. The correct use of
punctuation marks must also be observed. Summary A summary is an essential part of any lengthy document.
Used in this way, feedback from tutors can provide a useful tool for developing and improving your writing
skills.


