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Report Template Document 
The American Management Association defines report writing as the art of communicating information that has been acquired through research or investigation in a formal, structured manner and involves synthesizing information, drawing conclusions, and making recommendations based on the findings. (Harari, 1991).
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Structure of a Report:
Title Page: Summarise the main idea or ideas of the report
Executive Summary: Outline the key points of the report by restating the purpose of the report, highlighting the major points of the report, and describing any results, conclusions, or recommendations from the report.
Contents Page: This a list, usually found before the start of any writing, that outlines what is included in a piece of written work
[image: Word Tips: How to Create a Table of Contents in Word]
Terms of reference: used to set out the roles and responsibilities of those involved, as well as to provide guidance on how the work will be undertaken and reported.
Procedure: This is the way of doing something or steps to be followed.
Findings: are used to answer the research questions posed in the introduction, even if the hypothesis is challenged by the findings.
Conclusion: This is the decision or judgment reached by reasoning.
Recommendations: These are often included in a report’s conclusion, although they serve different purposes. Whereas a conclusion offers the opportunity to summarise or review the report’s main ideas, recommendations suggest actions to be taken in response to the findings of a report.
Appendices: These are sections of academic writing with supplemental information about the topic that does not fit in the main text.
Acknowledgments: The acceptance of the truth or existence of something.
Reference/ Bibliography: It contains only sources that have been cited in the report while a bibliography is a list of all the sources used to generate ideas about the topic including those cited in the report or assignment as well as those which have not been cited.

1. Importance of Academic Writing
Academic writing is writing that communicates information and ideas to an academic audience (Zhu, 2004). It is used as a tool, to pass knowledge to other people. It is defined as a communication skill, and for a person to communicate something, they must have a clear understanding of the particular issue. The issue should be discipline-specific, for the writing ‘to serve its purpose. There are several importance of academic writing, which have been highlighted below. 
Academic writing is important because it encourages critical thinking and analysis. Before writing an academic paper, a person has to research the topic and read many other articles that may have been written (Al Fadda, 2012). They could also conduct experiments to validate a hypothesis. All this data is overwhelming and critical thinking and analysis skills are required to accurately filter out through the sets of data and use only the relevant data to write the paper. Equally, people who review the written paper, need critical thinking. 
It is important because it encourages knowledge building and communication of ideas. A person can put their theories and ideas in a structured manner, through academic writing (Al Fadda, 2012). These theories can then be made public to the academic community for peer review and scrutiny. Through such avenues, new ideas and innovations can be developed, for example in fields such as medicine.
Academic writing is important because it contributes to professional development. In fields such as law and engineering, professionals are required to write academic papers in order to move from one rank to another (Kruse, 2003). Their professional development requires them to communicate ideas that they have learned over time by use of academic writing. 
In conclusion, academic writing is writing that passes information and ideas to an academic audience. It is important because it encourages critical thinking and analysis, knowledge building and communication of ideas and finally, it helps in professional development. 
2. Critical Analysis 
Critical analysis is carefully examining a piece of work to understand how different elements work (Leeuwen, 2009). In report writing, critical analysis involves looking at different documents and reports, to understand how something works and therefore write a report about it. Critical analysis involves looking at the positive aspects of a thing, looking at its negative, comparing this with other works written by different people, and finally making an informed judgement. This report looks at the ways in which critical analysis enhances the quality of work. 
Critical analysis enhances the quality of work because it widens the scope of research. A person doing critical analysis is forced to investigate different research done by different people to be able to make an informed decision (Viola, 2009). The quality of work therefore improves as a person looks at various sources of information and different points of view. Secondly, critical analysis gives a person a better understanding of a topic. When a reader does critical analysis, they are forced to review more than one document, therefore getting various points of view. This removes bias which may be associated with getting knowledge from only one source. Having different points of view on a particular topic enhances understanding (Richards, 2017). Finally, critical analysis enables a person to have a stronger conclusion. A stronger conclusion is achieved from having to see both points of view on a given topic. When a person critically analyses a topic and gets both the negative and positive impacts of it, they can then be able to make a decision, from the two points of view, which one is best. 
In conclusion, critical analysis is carefully examining a piece of work, and seeing how different components work. Critical analysis is important in report writing because it enhances the quality of work in the report, gives a better understanding of a topic, and helps a person have a strong conclusion. 
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