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Headings
When making a report, headings are an important way to keep things in order. They divide information into parts that make sense and set up a clear order of ideas (Lannon, 2014).
Highlight key points: The wording of headings summarizes the main idea or focus of each section. Readers can preview content to determine relevance. Strong headings are descriptive yet concise.
Effective headings provide an at-a-glance outline. They reveal the structure, highlight essential concepts, enhance readability, ease navigation, and facilitate skimming. Headings transform long stretches of complex writing into manageable chunks.
Sub headings
Sub-headings contribute to the report's clarity and effectiveness by providing a finer level of detail and organization beneath the main headings. Subheadings allow readers to scan through the report in search of specific information, and they provide a better roadmap of the structure of the report, which improves both reading and navigation (Wheildon, 1995). Subheadings also help to organise the material that is presented in the report.
Subheadings give minor assistance. Hierarchical material helps readers understand the writer's thought process. Subheadings simplify long reports by breaking down difficult arguments or exchanges. A detailed roadmap may aid readers in complex scientific, technological, or academic pursuits. 
Conclusion
The conclusion summarizes the key points and provides closure to the report. It restates the most important findings and recommendations. The conclusion indicates any need for future work related to the research or investigation (Young, 2019).
In a conclusion, an overview of the portfolio is presented, in which the most significant topics are emphasised, and future objectives are described.  The significance of a conclusion is heightened by the fact that it enables one to reflect on past experiences and plots a path for one's continued growth in the years to come.
References
The references list all sources cited in the report using a consistent formatting style such as Harvard Style. This will allows readers to trace and validate the information presented in the report. Citing sources adds credibility and prevents plagiarism. Readers can consult the original sources for further information. References demonstrate academic integrity.
Academic Writing
Academic writing is a type of writing that experts use to describe the intellectual limits of their fields and their specific areas of knowledge (Murray & Moore, 2006) It is distinguished by arguments supported by facts, careful word choice, logical organisation, and a tone that is devoid of any personal expression.
Importance of Academic Writing
[bookmark: _GoBack]Academic disciplines use academic writing as a tool for knowledge production, codification, transmission, evaluation, renovation, teaching, and learning. Being able to write in an academic style is essential to disciplinary learning and critical for academic success. Control over academic writing gives you capital, power, and agency in knowledge building, identify formation, disciplinary practices, social positioning, and career advancement (What is academic writing? and other burning questions about it).
It enables authors to clearly communicate complicated concepts to other people (Sword, 2012). Writers are required to compile information from a variety of sources, analyse the interrelationships of various concepts, and present arguments that are logical. This level of critical thinking is essential for driving progress and innovation in virtually every professional field there is. Writing for academic purposes provides a platform for the dissemination of novel perspectives or findings that contribute to the advancement of knowledge.
Academic writing is the starting point for the development of skills that are applicable to other contexts. According to Murray and Moore (2006), writers who want to be taken seriously in the academic world need to polish their research, analytical, and writing abilities. This is because academic writing requires a high level of critical thinking and analysis. They are charged for producing narratives that are consistent, undertaking source analysis, and drawing conceptual connections. Students that possess these skills are more well equipped for future jobs, engaged citizenship, and learning that will continue throughout their life. Writing academically is in and of itself a skill-building activity, therefore just the act of writing academically is beneficial.





References

· Murray, R. and Moore, S. (2009) The handbook of academic writing a fresh approach. Maidenhead: Open University Press. 

· Lannon, J. M. (2014). Technical communication (13th ed.). Pearson.

· Wheildon, C. and Warwick, M. (1995) Type & layout: How typography and design can get your message across-- or get in the way. Berkeley, CA: Strathmoor Press. 

· What is academic writing? (and other burning questions about it). Available at: https://www.routledge.com/blog/article/what-is-academic-writing-and-other-burning-questions-about-it (Accessed: 30 August 2023). 

· Sword, H. (2012). Stylish Academic Writing. Harvard University Press.

· Murray, R. and Moore, S. (2009a) The handbook of academic writing a fresh approach. Maidenhead: Open University Press. 

