Academic report structure and presentation

The main sections should be the following:
Title page: Title of report, author’s name, student number. (Picture is optional).
Acknowledgements: For longer reports, some people like to thank their supervisors or family members for their support. This isn’t really needed in shorter reports.
Abstract: This is a short ‘summary’ of what the report will look into, and a very brief analysis of what was found. This shouldn’t be more than half a page generally; most people stick to a paragraph or so. This section is usually written after finishing the report.
Contents: This is where you show the reader which pages each section is on. Note that each section and subsection is normally numbered i.e. 
Main section:  1. Introduction
Subsection:     1.1
	          1.2
And so on. Generally the contents page features only the main sections, unless a particular subsection is important.
List of figures: This is almost like a contents page, but specifically for your graphs/tables etc. We call these ‘figures’. Under each graph that you insert into your report, you will need to write the figure number and title of the graph. You can then refer to these in the list of figures, eg:
Figure 1: “Graph showing conrod oscillations”...........................1
Sometimes you see ‘figure’ shortened down to ‘fig.’
Introduction: As the name suggests, this is where you ‘introduce’ the subject matter; what you are researching into and hoping to get out of it.
Research/literature review: This is where you show all of your research into the subject matter. I.e. background information that you have looked through books/internet to get a feel for the topic.
Methodology: How you are going to undertake the analysis, by which methods, using which programs/tools etc. You can also include the aims of the report here.
Analysis: This is where you look at the graphs/numbers and report back on findings.
Conclusion: Feedback on your general findings and conclude what you found in your testing/analysis.

Recommendations for further study: This is where you tell the reader where you could have possibly improved the report if you had the time or resources to do so. Not always applicable, depending on the report. Sometimes ‘recommendations’ are a recommendation to the reader to (for example) improve on a part that you have been testing.
References: Put all of your references in here, in the Harvard style.
Appendices: This is where you put large parts of information (if necessary) that would have looked ‘untidy’ in the main body of the report. It is useful if people wish to look into your numbers in more detail. For example, if you have written a part of large computer code, it may be unnecessary to put all of that code into the main report – therefore you could put it all into the appendices for people who wish to read it in detail. The appendices are usually denoted by letters; Appendix A, Appendix B, Appendix C, and so on. You sometimes see this before the references page.

Notes on presentation
- Don’t use unclear fonts – usually Times New Roman or Arial will be fine. Otherwise they can be hard to read!
- Try not to ‘cram’ too much on each page. Start each section on a new page if possible. 
- Always write in third person and not first person. E.g. instead of saying ‘I found that’, you should be saying ‘it was found that’.
- Label your graph axis.
- It usually looks tidier if both margins are aligned.


