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[bookmark: _Toc3369646]Executive Summary
· This should be brief in content. (300-400 words which do not count towards your word count)
· Provide an overview of the problem (s) or issue (s) you were asked to investigate. 
· It should also briefly discuss the main conclusion (s) drawn and identify the option/s selected.

Write this last



[bookmark: _Toc3369647]Contents Page
Insert from the reference tab, on the far left click insert contents page. 
Update by clicking update table – entire table

I have broken the report into suggested sections – you are not limited to these you can add more or take some away if you feel they do not apply to you.




[bookmark: _Toc3369648]Terms of reference
· Who requested the report
· Date requested 
· Purpose of Report
· Who compiled the Report
· Brief Outline of Problems
· Date of Submission
· This should be written in a paragraph NOT as a list.

[bookmark: _Toc3369649] Procedure
· Contains procedures adopted to prepare the report.
· Includes sources of information:
· Books , Websites and Journals

Introduction
Tell the reader what they will find in the report. This section is a sign posting throughout so the reader knows what will come next!
[bookmark: _Toc3369651]Findings 
Use as many sections as appropriate
Conclusion
Sum up the major findings from your report
Appendices
This section should contain models, graphs, and other additional information that you don’t have room for in your report.
This section does not count towards your word count.
[bookmark: _Toc3369653] Acknowledgements
This should express appreciation for assistance and co-operation given by anyone who has helped you e.g librarian
[bookmark: _Toc3369654]References

· Students should reference  direct quotations and material taken from other sources including:  
· Textbook/Journal
· Author (s) name
· Date of work
· Page Number(s) from Textbook/Edition of Journal.
· Websites- Website address and date accessed.
 
Bibliography

· This should identify the source of information accessed e.g. textbooks, journals, websites etc. that have not been included in the reference list.
· A bibliography is a list of your wider reading beyond that quoted as a reference.
· This should be written in the same format as the reference list but does not contain page numbers.

