


Contents
Introduction	2
Objectives	2
Scope	2
Main Body	2
Objective 1	2
Objective 2	2
Objective 3	2
Conclusion	2
References	2
Appendices	2



[bookmark: _Toc94195752]Introduction
Set the scene for what is to follow in the main body. Remember the Google Earth analogy: we start looking at the broader picture and then concentrate on more specific aspects of the area you decide to focus on
[bookmark: _Toc94195753]Objectives
Having set the scene, here we use specific objectives to zoom-in on specific aspects to be explored in detail. Each objective must be outlined as separate subheadings
[bookmark: _Toc94195754]Scope
We cannot explore every aspect of public policy in your chosen area within the limits of the word count. If there are areas that the reader might expect us to explore, we can explain here why we have decided not to
[bookmark: _Toc94195755]Main Body
Giving our main body a more meaningful heading adds value to the aim and purpose of our report.
Literature Review and Discussion 
Using the objectives we have clarified in our introduction as subheadings:
[bookmark: _Toc94195756]Objective 1
[bookmark: _Toc94195757]Objective 2
[bookmark: _Toc94195758]Objective 3
This provides a robust structure. The reader can see that we have adopted a logical approach in our analysis and evaluation of the chosen area. We use Harvard consistently and accurately to point our reader to credible academic and professional sources of information. We remember that simple description is not enough. We compare and contrast sources of information. We pause, reflect, and challenge the evidence provided by the sources we use. In this way, not only do we demonstrate our engagement with literature, but we also show our knowledge and understanding, we interpret the evidence and ask probing questions. 
[bookmark: _Toc94195759]Conclusion
This is where we bring together the key strands of our exploration. We explain what our findings are and highlight any particularly important revelations. We may decide to make recommendations based on the research we have presented. 
[bookmark: _Toc94195760]References
If we use the automatic features of MS Word for citations and bibliography, we add the References on a new page at the end
[bookmark: _Toc94195761]Appendices
For longer reports, like dissertations which include primary research, we might use an appendix to place important information like a questionnaire 
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