Report structure

Title page - Unit code and title, tutor’s name, report title and purpose, your name and student number. 

Table of contents - A list of sections and subsections indicating which page each section begins on (usually only needed for longer reports of 10 pages or more). Each section and subsection is numbered in a cascading way, e.g. Section 2 has three subsections, 2.1, 2.2, 2.3. Use a numbered list in your word processing program to create the Table of Contents. 

Executive summary - A brief overview of the whole report that stands alone and does not refer to the report the way an abstract would. The purpose of the executive summary is so a reader who doesn’t have time to read the whole report can find all the important information 'at a glance'. 

Introduction - Introduces the topic and its background and significance, identifies the specific problem within that topic area that you are investigating, previews the sections of the report, and defines any important terms used. 

Body - Treatment of the problem is divided up into different aspects (e.g. definition of the problem, analysis of its features, stages, and/or causes, and proposals for different ways of approaching or managing the problem or situation) 

Conclusion - Summarises the report’s main points. There is no new information here, since each idea or piece of information should already have been introduced in the body of the report. 

Bibliography or reference list - Any sources you have referred to should be listed here

