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Academic reports must include the following sections:

Cover Page
Includes the title of the report and the authors name

Contents Page 	
Lists the contents of the report (see example below)

Executive Summary		
Summarises the report (this element is done last)

[bookmark: _Toc279948263]Introduction				
Introduces the information contained within the main body
[bookmark: _Toc279948264]Main Body
All the findings and discussions are included within the main body
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Concludes your report (does not include any new information)

Recommendations (where applicable)
There are occasions where you will be asked to make recommendations which are aligned to the information within the report
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This is a list of all sources cited within an academic piece of work
[bookmark: _Toc279948267]Bibliography
This is a list of all sources used during research
[bookmark: _Toc279948268]Appendix (where applicable)
the appendix includes any information that is relevant to the report, examples includes graphs
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