
Report template 

A report is generally something that is requested to answer a specific question 

 

Title 

The name of your report 

 

Table of contents 

Every page is numbered for the table of contents to be numbered correctly 

 

Executive summary 

Reasons for the report. Brief description of contents. Summarise.  

Most important part of a report 

 

Introduction 

Introduce your subject  

 

Discussion 

Main body of the report. It is a detailed breakdown of the report. What have you found? 

 

Conclusion 

Summarise the report. Has the report succeeded?  

 

Recommendations 

Anything that the report finds that can be improved 

 

Appendices  

References, Bibliography, Graphs, Figures, Raw data 

 


