Simple Report Template 
Title page - subject of the report, author, date
Contents page – Headings, subheadings and page numbers. 
Summary/Abstract - summary of report: here you provide a brief summary documenting the central points of the report, what was found and any recommendations (anyone reading the summary should be able to establish from the summary/abstract as to whether the report will be useful to them with out reading the whole report to find out). It would be best to write this last so you will include everything, even the points that might be added at the last minute.
Introduction – Here is where you state the aims and objectives of the report in some detail. Problems /challenges/limitations can be identifies and some background information should be provided . 
Main body of report – Here you provide a well-structured , logical and cohesive body of work which can be referred to as your findings, description, facts, literary views/opinions, etc. Here you are presenting, analysing and interpreting your findings ( research ). This should include detailed information necessary to support your conclusions and recommendations. You can provide subheadings depending upon the detail contained within your report . Usually arranged in different sections, with each having subtitle – information is then usually arranged with the most important information coming first.
Conclusion - summary of above : The key findings of the report and stated in the order in which they appear . Some answers to the problems/concerns/questions that lead to the report . Logical and reasonable recommendations based upon evidence.
Recommendations - usually in the form of a list (can be bullet points )
Appendices - additional details, tables, graphs, detailed analysis. These must be numbered and cross referenced in the text (main body of report )
Glossary (not always necessary)-explanation of any specialist terms used throughout the report .
References - references to any books, journals, etc. They should be arranged alphabetically by the author's name. The reference should include: author, date of publication, title, edition,
place of publication, publisher.





