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1.  Executive summary 

A short summary of the whole report in a few paragraphs.  This should give the reader a 

basic understanding of the information included in the report, including its conclusions.  

Imagine that the person reading this has just a few minutes to read the report before an 

important meeting.  This section should give them all the key information they need. 

Although this section is placed at the beginning of the report, it is recommended that you 

write it last. 

REMEMBER, ALL WORK SHOULD BE DOUBLE- LINED SPACED.  

  



2.  Introduction 

Say what you are going to cover in the report, outlining the organisation you are looking 

at and providing some background information to set the scene. Include an outline of 

what your analysis will cover and what the report hopes to achieve.  You should be 

rephrasing the question here in your own words and setting out the structure you are 

planning to use in the main findings section.  You may be asked to include some 

background theory and definitions of key terms and concepts in this section.  Make sure 

you reference all sources accurately using the Faculty’s referencing style (Harvard/APA).  

Guidance notes are available on the Blackboard site for your programme. 

3. Main findings 

3.1 What goes in the main findings section? 

This is the section in which you address the questions you have been set (and do what 

you said you were going to do in your introduction). 

3.2 How to structure your main findings 

 Try to structure this section around the elements of the question you have been asked.  

This makes it easy to link your analysis to the question and enables you to demonstrate 

that you have achieved the learning outcomes. 

3.3 Use subheadings  

Break down your answer into sections using subheadings.  These can be used to highlight 

what you are going to cover in the section, and which element(s) of the question you are 

addressing.  



3.4 Numbering sections 

Number sections and sub-sections as follows: 

1. Section title 

1.1. First Subsection 

1.2. Second subsection 

1.2.1. Further subsections 

1.2.1.1. And so on… 

3.4. Signposting 

At the end of each section include a linking sentence which ‘signposts’ what is coming 

next in your report.   

4 Conclusions  

This is where you demonstrate that you have analysed your findings and used them to 

reach appropriate and informed conclusions.  Do not introduce any new information at 

this stage. 

5 Recommendations 

Make focused recommendations for future actions based on the conclusions you have 

reached.  These should be specific and actionable. 

6 References 

Use the Harvard or APA system.  A guide to accurate referencing can be found on the 

blackboard site for your programme.  All references should be listed in alphabetical order 



and in exactly the same format and font.  See the guide for details on how to reference 

web sites etc.  Please avoid referencing sources that are not considered reliable or 

verifiable – i.e. especially avoid Wikipedia and other non-academic web sites.   

7 Appendices 

Any supporting information, for example Gantt charts, tables, graphs should be placed in 

an appendix.  Appendices should always be numbered and referenced, both in the 

appendix and in your reference list.  You must refer to all your appendices in the main 

body of your report. 

 


