Level 6 Modules
Additional Guidance for Report Writing
Basics and formatting
At this stage every mark is vital as it will count towards your final degree result. The report template below will help to shape your thoughts. In addition:
A. Do the basics right. Harvard needs to be spot on. Read widely around your subject matter. Don’t be afraid to challenge.
B. Presentation. Double space your work. Use a cover page and report format template.
C. Use sections with headings and sub-headings. Numbering is optional. For example, 1.0 Introduction (use a different heading name rather than ‘Introduction’); Sub-headings – 1.1, 1.2, 1.3 etc. 2.0 Main Body (new heading title of your choice); Sub-headings 2.1, 2.2, 2.3 etc. 3.0 Conclusion and sub-headings 3.1, 3.2, 3.3 etc.
D. Proof-read very carefully. Are there spelling mistakes and grammatical inconsistencies? Is your meaning crystal clear in every sentence? Pause, reflect, amend.
E. Planning. Report writing gives us the opportunity to use a tight, logical structure. This means we are able to decide on the key areas to be explored and to lay them out in some detail with clarification about how many words will be allocated to each separate section.
	[bookmark: _Hlk20918582]Report Section
	% of Word Count (Approx.)

	Your essay must have a title page. 
	Not included

	Abstract or Summary – a short paragraph which sums up the entirety of the report (write this last). With some of the Word cover page template there are abstract placeholders. These are ideal to encapsulate your paper succinctly

	Not included

	Table of Contents – use the Microsoft Word automatic Table of Contents

	Not included

	Introduction – make explicit the content, scope, limitations and definitions. This is where we set our scene – the backdrop for the entire examination. 
· This report has been written to examine …

Objectives
· The objectives of this report are to …
Scope
· This report examines … It does not examine … because …

	

Approx.
20%


	Main Body
Literature Review
· The area of investigation has been commented on by Author (Year), Author (Year) …
· However, they have different opinions on ....
· Due to the differences highlighted above, it was decided to investigate ....
Discussion
Analyse and interpret the results of your research and explain the significance of what you have found. Identify and discuss the most salient issues and aspects, be as fair and balanced as possible in your evaluation. 
	



60%


	Conclusion – sum up the main points of the whole essay.  
· In general, the findings indicated that...
· The major finding of the investigation was that...

Your conclusion might make recommendations as to future developments for the strategic management of your chosen organisation
	

20%

	Reference List: Correct and appropriate referencing and a bibliography are required. Aim to demonstrate wide reading of academically sound sources. 
	Not included

	Appendices should be at your own discretion if you feel there is additional information which warrants inclusion. 
	Not included
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