1 Guide to Writing a report

This guide has been written for use with Microsoft Word for Windows.
Please use the downloaded version not the online version.

A well written report is a pleasure to read and helps to make the content easier to understand. Good report skills are a high priority for graduates in industry, as it enables them to get information over to the work colleagues and customers in an accessible format. It is vital that the writing within a report is concise and accurate. A well formatted and presented report is often the signs of a good quality piece of work. 

When writing a report, the author needs to ask a series of questions about who the final reader will be and what they are expecting. When asked to produce a report for an assignment, the questions to consider are; 

- What are the aims of the report as set out in assignment brief? 
- What areas should be covered by the report? 
- Is personal knowledge and understanding clearly demonstrated? 
- Is any research included referenced correctly? 

By having a well formatted report layout it can help the writer be confident that they are going to achieve the report required by the assignment brief. 

2 Report Format

Every report written can require a slightly different layout depending on the content to be included within the report. The important aspect of all reports is that when it is read the report flows from the introduction to the conclusion. 

The different sections/chapters that can be included in a report are; 

· Title Page 
· Abstract 
· Acknowledgements 
· Contents Page 
· Introduction 
· Literature Review/Background/Research 
· Analysis 
· Conclusions
· Evaluation 
· References 
· Appendices 

 As a general rule, every chapter should start on a new page and should be numbered.
 
2.1 Title Page 
The title page needs to include the following information 


University of Wales Trinity Saint David
School of ………..
Title of Report
Student Name
Student Number
Degree being studied
Date
Module Name and Code

2.2 Abstract
If an abstract is required, it will be stated on the assignment brief. An abstract gives the general ‘feel’ of a report, describing what is included within the report and the main findings. Normally the abstract should be the last section of a report to be written. 
An abstract should be approximately 250 words in length.
2.3 Contents Page
By selecting Headings 1, Headings 2 or Headings 3 in the Styles box for your report headings and sub-headings, it means the ‘Table of Contents’ option in the References Tab can be used. The Table of Contents will automatically create the contents page including page numbers.
2.4 Introduction
The aims and objectives of a report should be included within the introduction chapter. The introduction may also comment on the topics and sections that will be discussed in the report. It needs to set the scene for the report and then allow the main body to start.

2.5 Main Body
The main body of the work will be divided into numbered and headed sections. It is important to use sub-headings within the individual sections as well. By using sub-headings the report becomes easier to read and helps define the different areas of work covered by the report. 
These sections should include references to demonstrate the research conducted on the subject. Generally the majority of the references are included in the Literature Review/Background chapter, however, they are not confined to that section only. If a specific methodology is being used, then references to sources detailing the methodology should be included in the methodology chapter. When conducting analysis and evaluations, having references included supports any observations or conclusions drawn.
2.6 Conclusions
The conclusions should be short and capture the main findings of the report. Sometimes an assignment may ask for recommendations as to how the work included in the report could be extended or implemented, these would normally be included within the conclusion.

2.7 References 
All Reports submitted should, use the Harvard Reference Conventions. For guidance on this referencing system, please use the UWTSD Harvard Referencing Guide. When writing a report, it is important to keep a record of the resources that you have used and which information has come from them, so that on finishing the report it can be checked to ensure that all information is correctly cited.

2.8 Appendices
If there is any further information that could be considered important this should be included in the appendices. Multiple appendices these should be numbered. When appendices are included at the end of the report, it is important that some reference to them is made within the main body of the report.
3 Writing the report
The most important person for a report is the reader. The writing style of a report unless otherwise stated should be in a formal, third person tone. This means that it is written in the past tense and a passive sense. 
Example – 
Third Person – ‘The engine was connected to the dynamometer…’ 
First Person – ‘We put the engine on the dyno…’ 
When writing a report in the third person, there should be no I’s or We’s within the report. 

3.1 Originality and Plagiarism 
When writing a report, it is highly likely that information, facts and ideas will have come from other sources. These must be indicated within the report by using in-text citations and a reference list at the end. For more details on referencing please consult the UWTSD Harvard Referencing Guide. 
Any information that is not referenced is assumed to be the authors own knowledge or ideas. If the information included is not from the authors own knowledge, then it must belong to someone else and if it is not referenced then it has been plagiarised. This is a serious offence and is dealt with under the University’s Unfair Practice procedure and regulations. 

4 Setting out Your Report
Font – Try to use a clear roman or sans serif font (Times New Roman, Arial or Calibri) 
Font size – 11 point text size unless otherwise stated 
Line Spacing – 1.5 line spacing 
Margins – All margins should be set to 2.54cm 
Page numbers – Do not include page numbers on the title, abstract or contents pages. The first page of the introduction chapter should be numbered as page 1. 
Justification – All text should be justified to the left.
4.1 Illustrating the report
As the saying goes, ‘A picture says a thousand words’, it enables the writer to put across some information more clearly than through a paragraph of text. Diagrams, tables, graphs, charts, images or photographs are all examples of non-verbal illustrative material which will need to be labelled. 
When using diagrams, it is best to keep them simple. If data is to be presented, think about the best way in which to present it. Sometimes a line graph, pie chart or bar chart is more appropriate than having a large table of data included within a report. Complicated or large tables of data are best placed in an appendix and referred to in the main body of the text. 
When including figures or tables within a report it is important to think about where is the best place to insert the figure/table for the reader. Make sure that the figure / table also has a suitable label.

Labels for Figures (pictures, graphs and images) should be placed below the item; 

[image: ]

Figure 4-1 – University of Wales Trinity Saint David Logo (UWTSD, 2017) 

By using the Insert Caption option under the Reference Tab in Microsoft Word means you are able to produce a table of figures if required. For the label, it is acceptable to use either Figure 1 or Fig 1. 


Labels for tables should be placed above the table
Table 1 Shows Travel times between destinations[image: Image result for word table examples]
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Distance Time
Possible ways Distance Time to arrival Local/UTC time
- Way 1 200m | 1600m 2h22 10h25 | 19h25
Destination 1 Way 2 200m_| 2200m 34m 16h00 | 16h00
- Way 3 50m | 800m 50m 17h00 | 17h00
Destination 2

Way 4 2850m | 3200m 8hasm 6PM_| 18h00

Destinations Way5 im | 1000m 8D TBD | T8D
Way 6 124m | 4564m 8D TBD | T8D





