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	[bookmark: difference]What’s the difference between an essay and a Report?
The key differences are that a Report is usually prepared for a specific client or readership, and it has specific ‘terms of reference’ (objectives). 
Reports usually include:
Title Page: Essential. A Report should be well presented – you may be persuading someone to let
you do something or give you money!
Abstract: Essential. Long Reports may also have an ‘Executive Summary’ which summarises the arguments and recommendations (for busy clients who haven’t got time to read the whole thing.
Credentials of the author(s): Essential when the Report is for an outside client and you need to assure them of your expertise. E.g. a Research Bid.
Terms of Reference: Similar to Objectives. What have you been asked to do by the client? What is the outcome to be? Recommendations? An Action Plan? Options? Are there financial limits within which you must work?
Contents Page: Lists your sections and the page on which they appear or start.
Body of the Report: Will depend on your terms of reference. Side headings are essential. Reports often use ‘legal numbering’ for side headings, e.g.
1. Introduction
1.1 Background
1.2 Current Position
1.2.1 The UK
1.2.2 USA
For short Reports it may be unnecessary to go beyond second level: 1.1, 1.2, 1.3 etc. 
The idea of numbering in this way is that it shows the relationship between headings (subordinate subjects etc.) and makes it easy for the client to refer to specific parts of the Report. 
The body of the Report may contain your arguments, an analysis of options (for and against, pros and cons, strengths and weaknesses etc.)
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Recommendations (or Action Plan or whatever your ‘client’ has specified in your terms of reference):
That financial provision should be made for….
That an analysis of future needs be undertaken…..
That an IT Manager should be appointed…..
References/Bibliography: It is usual for a Report to end with References rather than a Bibliography – the ‘client’ is primarily interested in what ‘experts’ (sources) you have called upon to support your arguments or justify your recommendations. i.e. Every source you list should be cited in the text of your Report.
Appendices: It is common for Reports to have appendices. These follow the References and may include supporting documentation such as a Questionnaire you used, full statistical tables, in short, material that would have made the Report indigestible if incorporated into the text but which still may be of interest to a minority of readers.
Other points: A report needs to put across its message very succinctly and clearly. Time is money and busy clients need Reports, which are easy to assimilate and understand. A Report tends to use more visual devices than an essay, in order to achieve this. These may include indentation, bullet points, use of Bold or Italic faces, tables, diagrams, charts etc. It is usual, in Reports to use ‘listing’ to highlight key issues, recommendations etc. rather than incorporate them into narrative paragraphs, e.g.
[bookmark: assign]Assignments
The above points are general – not specific to any assignment.
In terms of assignments in ‘Report’ format you may be expected to write it as yourself with the Tutor as ‘client’ or, if you are given a case study you may choose to ‘role-play’ as a consultant for the Organisation.
The advice in the Students’ Handbook regarding Presentation of Work also applies to Reports. All tutors will expect you to reference your reports in a similar way to essays. You MUST justify your arguments and recommendations with reference to the literature. 
Students are advised to check with their Module Tutor if they are in any doubt.

Richard Proctor, September 2002
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