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Understanding Report
Writing
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e Purpose and types of reports

e Standard structure of a report




Learning outcomes

Students will be able to understand the purpose and types of
reports.

Students will be able to identify and apply the standard structure of
a report.
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A reportis a brief account of an
event that has already taken place.
The report helps in recording the
events of importance that occurin
our day-to-day life. It attempts to
present the firsthand information
of an incident or event. A report of
an event includes one’s ideas,
opinions and impressions about
the event. It is written within an
organisation to identify and
examining actual event.




Purpose

REPOR,. To provide information.
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Reports are used:

§ topresentinformation on a particular topic after research has been carried out.

to give details of work carried out over a certain period with information on what
still needs to be done.

3 to give an account of what actually happened at an event e.g. a road accident or
a police report.




Types of reports

Assessment reports

present and evaluate
the positive and
negative features of a

person, place and plan.

It include your opinion
or recommendation.
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Informative reports

present information
concerning a meeting
that has taken place,
progress made on a
project or even police
report.
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Survey reports

present and analyze
information gathered
from questionnaires,
including conclusion
and suggestion or
recommendation.

Proposal reports

present plans, decisions
or suggestions
concerning possible
future courses of action
for approval by one's
superior at work.




Understanding the strategies of writing a report
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WHAT HOW
What is the causes
news?
WHERE WHO
Place W!"EN Person/Persons
Nme involved

* Impact or Consequences (if found relevant)



Short Report
Informal report

Long Report
Formal report

consists of 1-10 pages in length

consists of 10-100 pages

follow a letter or memo format

include a title page, abstract,
table of contents, body,
recommendation, conclusion -
formal style

use personal pronouns and
contractions

do not use personal pronouns or
contractions

conveying routine messages

based on the extensive research
or study




Format of Informal Report

HEADLINE (TITLE)

(catchy, no running sentence)

Reported by: XYZ

Designation: Staff Reporter
Place, Date:
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Format of Formal Report

9 Body/Findings/Discussions

‘ Conclusion

‘ Recommendations

I Tittle Page

Abstract

3 Table of Contents

8 References
Introduction

‘ Appendixes



Must include:

1. Subject of the report
2. Who the report is for
3. Who the report is by

4. Date of submission.

# words that grab reader’s
attention

I. Tittle Page

NUCLEAR MEDICINE TECHNOLOGY
WORKSHOP

Prepared for
Soott Rowland

Chairman, Nudear Medicine Technology
Oid Dominéon Wviver sity

By
Camasha White

Professor, Nuclear Medicine Technology
Did Deminian University

April 11. 2005



Is usually 100-200 words and should include the following:

e Why the report has been written (problem addressing)
e How the study was undertaken
e What the main findings

\ e What the significance of the findings

e The abstract should
be on separate page
with centered
heading ABSTRACT in
capitals.

e Written in a single

paragraph.

\

Be specific and precise - reader can get get a

—
S good understanding of the main points

ABSTRACT

This report reviews the durability of precast segmental bridges with the primary focus on

corrosion performance of grouted internal tendons. An analysis and compilation of the available

information on the subject was conducted with emphasis on those structures located in the United
States and United Kingdom_ [t was determined that the corrosion problems with precast segmental

and post-tensioned bridges in the United Kingdom were principally due to poor design choices and
poor quality construction rather than a significant intrinsic susceptibility to corrosion. The study found
no evidence of corrosion or other durability problems with precast segmental bridges in the United

States, although it must be recognized that this conclusion is based on reported information primarily
gathered by visual inspection.  Similar to the experience in the United Kingdom, the few reported

problems with grouted post-tensioned structures in the United States were due to poor quality

construction. Additionally, laboratory research indicates that properly designed and constructed
precast segmental and post-tensioned structures are durable. It was found that a lack of
comprehensive non-destructive testing options has hindered the inspection and evaluation of precast
segmental bridges. It is recommended that AASHTO adopt the Guide Specifications for Design and

Construction of Segmental Concrete Bridges and more stringent and comprehensive grouting

specifications as part of the Standard Specifications for Highway Bridges so as to insure good future
performance of precast segmental bridges



e Should be on a separate page.

e It helps the reader to find
specific information and
indicates how the information
has been organized.

e Include a list of figures and list
of tables if any are used in the
report.
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The introduction has three main components:
1.The Background
2. The Purpose

3. The Scope

Introduction, Background,
and Purpose

1.1 Iintroduction

The past decade has seen substantial growth in the U.S. passenger rail usage. Over the 10 years
from 1999 to 2008, trips on commuter rail systems increased by 29 percent and Amtrak inter-
city trips grew by 33 percent. New and expanded commuter and corridor-type intercity services
have been introduced in several regions. At the same time, rail freight revenue ton-miles grew by
25 percent. Both passenger and freight growth have been driven by increasing fuel prices, high-
way and airport congestion, environmental concerns, and an increasing emphasis on multi-
modal planning in recent transportation legislation. Although the recession in 2008 and 2009
sharply reduced freight traffic and flattened passenger travel, this growth is likely to continue and
accelerate as the economy recovers. Continuing substantial growth in rail passenger service is
expected as a result of legislation in late 2008 and early 2009. The Passenger Rail Investment and
Improvement Act (PRITA) of 2008 and the American Recovery and Reinvestment Act (ARRA)
of 2009 established new programs and procedures for funding and grant awards for intercity pas-
senger rail investments, supported by substantial funding for intercity passenger rail projects.
ARRA also provided substantial additional funds for the Federal Transit Administration (FTA)
New Starts program, which supports many commuter rail developments, and mode-flexible
transportation funds to state departments of transportation (DOTs).

Almost all passenger rail initiatives envision implementing new or expanded service on exist-
ing freight and passenger rail corridors and track. However, the steady growth of rail traffic, espe-
cially freight traffic, has led to localized railroad capacity problems and the potential for more
severe capacity constraints in the future. Growth in passenger ridership has resulted in similar
capacity constraints on some commuter networks. Many rail freight corridors proposed for new
passenger service have not seen passenger service for decades and have been optimized for freight
operation. Even proposals for true high-speed rail, such as that developed by the California High
Speed Rail Authority, plan to share existing rail corridors for portions of the route.

The combination of ongoing growth of existing freight and passenger services and rising
demand for new service has created a difficult negotiating environment for passenger rail inter-
ests seeking access to existing rail lines, especially those owned by freight railroads. Freight rail-
roads are often reluctant to commit capacity to a new passenger service that may be needed for
their own services in the future and are finding it difficult to meet the passenger service perfor-
mance requirements, such as short journey times and acceptable on-time performance (OTP).

A further result of the expansion of passenger rail initiatives is that many more local, state, and
regional transportation agencies, their staffs and consultants, and other stakeholders are becom-
ing involved in passenger rail matters. Many of these organizations and individuals are unfamil-
iar with the railroad industry and the issues that confront officials implementing and operating
successful passenger rail services. This Guidebook had been developed to help these officials and



5. Body/Findings/Discussions

 Presents factual, objective
information. Findings are
analyzed and discussed and
evidence presented.

e Consist of all information to
convince the reader that the
conclusion and
recommendation are
reliable/valid. This information
must be presented in a
systematic way.

|_'||-:lk1||]'.lri Were i\-‘.‘llkillg with the |||E|'|1.'ﬁ-l flame, l.'L!IlI:rIltlllI.f-:i:u'. Hence,
there is 2 direct relationship between burming nateral gas throwogh gas
stoves and the concentration of MO at home envicomment |19, Afier
linishing cooking events, concentrations started 1o decline, gradually,
in P oand P, through air exchange with other parts of homes and
after & perind remained constant becanse gas fired space heaters fired
regularly in bedreoms and the living room. Figure 2 represents NO
concentration during cooking for each of the ve locations.

.".-r.1:|ll|:.'. the proess uf Llllrkirlg i the |.|II|.4:|\_'1'|I homes slipdied
places followed theee main phases, During the initial phase of cooking.
the foed material becomes semi-cooked. Here, stoves burn the most
amount of nataral gas in order o create maximom beal, The greatest
concentration of pollutants is produced during this phase. In the
secondary phase, the process of cooking becomes relatively complete.
Compared with the previous phase, the least amount of matural gas is
hiirnt becatse this |'lh:|..-\.|_' |||.|.l|r‘.mgr:|-:1uil.||'!.' The final ralitenance |‘.-'|'|.|M_'
is where the prepared foods are Kepl warin, i this prhase, manbmum heat
is generated by stoves, [lene, the lowest amount of fuel is consumed and
similarly, the lowest concentration of generated pollutants is produced.
From the graph. the concentration of NO raised in first 20 min {Initial
phases) and eventually reach to highest point. In next two phases, MO
concentration declined gradually which was related 1o reduction of
consumed matural gas.

Measurements in the I, ', where kitchens were open and semi-
e indicated that -u..l:Ln.L'1:|l-I'.|5i.|l|'|.-\. redisced with l‘J]'lJl.i pace becatse ol
higher abr exchange with other sections of heme and using range hood
Theese clanys, many studies have referred (o the importance of range hood
on the concentration of pollutants, Hanninen et al. | 20] investigated the
infiltration level and fine particle concentration of howsing and found
that the ventilation rates by infiltration were proportional to the indoor
P penenited non-environmental tobacco smobe concentration.
Gens et al [21] saated that improvements made to the air tightness
of bulldings withowt enough air exchange rate can lave unlntended
adverse healih effects

Also, these houses enjoved central heating svstem where the
boiler is located outside occupant’s environment. [n this regard, the
boiler had little influence on the indoor concentrations of MO, NO
Another impartant point in these locations is that MO, concenlrations
in I, were lower than P, which might relate 1o the its higher refative
humidity content Francisco et al, [22] stated it Is more [ikely that the
while range of ‘\.'l;'!__ decay rates is due to the amount of watler mists in
the air. Flowever, this explanation 35 not supported completely

I, shovwed a different pattern as compared to other homes because
of the use of an electric siove. The amount of emitled NOvand WO were
not surprisingly lower than the other indoor environments. Although
studies lave reported higher concentrations of nitrogen compounds
in homes with natural gas cooking burners compared to homes with
electric cooking [23], in this lecation. a hreplace which was burning
matural gas, plays such o prominent role in emission of pollutants like
WO and MO, During cooking time, the concentration of both MO and
MO remained constant. Such pellutants were generated by the Oreplace
and sime particles which traveled from living room to the kitchen,
were driven out via range hood and thermally diffusive flow from their

SoLPCe,;

Figure 3 shows the highest 1-hour concentrations of MO . The
MO fevel in all house types were higher than the 100-pph threshold
.!.‘i.‘i]I;HL'I.' by the EPA. Almaost all the homes had Nl.'!__ levels exceeding
S-ppbs Hences i 55 concluded that unexpected emissions might occur
in homes where natural gas stoves are used. Additionally, the average

el 3‘| coficentralion in I.'Iln.:lkll'll_!.{ time = calculated hf.' the sum of the
concent ration of WO and Nﬁ_. and represented in Figure 4

Concentration measarement: Fmitted CO in the  home
enviremment is associated with residential .|§1|_:l||.1|||'_|."\.. and 1}'|'l¢; of fuels
used for cooking, and heatlng purposes [24-260. A large proportion of
people in developed Ccountries wse edect ric stoves, however, In developing
countries particularly like fran that enjoy plentiful oil and gas resources,
a5 SHVES ane L1r|.>I'|.'rr1,:-:| Inereasingly, research is focused on measuring

Indeor COF concentration |27] monitored indoor GO concentrations
over a L-howur Interval at different hoimes. The resulis varked bhetween
f-8 mgfm’. Figure 4 represents the average 1-hour concentration of
CO during cooking process. These resulls measurements indicated thiat
CO concentrations were bower than WHO standard which are set al
.55 PP tor 1-h [1]. Based on |:sHlIrc 5 the h:ghl."'\d convcentratiom of
1« lnr O were mensupred at I"_ amnd |'I in kitchens not having o range
hood and enclosed type of Kitchen and more importantly continuaos
use ol gas heaters

Hevwever, OO had an unpredic .1h|:r' lower concentratlon in P . Cne
of the maost significant justifications was related to mothod of cooking.
Generally. two methods of conking including frving and hoiling are
commaon among Iranian families. At P, boiling is preferred o prepare
[ood ingredient=. In contrast, in P, and 'I"I both boiling and fr!.'ing are
used, and al 1:". ‘||":. i|'|§ A5 TOFS COarimanm, |]|.'|‘:1.'||-:! on fuel |'_n'1lL'. |.1II!|{i.IIE
methods and Ingrodients: which are wsed in kitchens, the type and
ameunt of air pollutants generated by cooking can be varled {28
], Huboyo [31] reported that cooking type can play a crecial role
{151 !;El'll_'ﬂl:lml COx. Thar imng hl.:lllll'lg of water, the CO concentration was
at lowest point hecause water particles can absorh emitted CO. Lee
[32] found that the most amoent of pollutants are generated during
barbecuing. Jiang [33] stated that water mists can diminish both CO
aned O }, concentrations during conking.
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e Should be as brief as possible.

e Should be free from speculation, have no
new thoughts or references introduced
or contain no further discussion of

points raised.

& Conclushon

Health idonmation syitem prinides many Benedins to health Indbtutions a5 patisnts’

health records and admisdstrative wirls can be managed effectively and sffickently, The
Lysiemn enables inlormation sharing amang related healthcane providers, Howevers, with this

development, . health imnstitutions face new challenges due 1o sexurity problems

This paper concenirates moee on the secunty awareness and public personal
iddormation privacy concem, Furthesmone, thes study only concentmares on the educated and
proledstional samples, which make up o population that it masily inlleential in Mataysia’s
sttuation, They have the potentisd fo glve put (o the govemment for the impgrovement o
ivitem even though their opinion may ot be representative of the whole Malaysioan
population. The predsent study was almed to meassie the level ol information securnty
awareness on using online system which shows that most of the rmespondents have high
awargness resuting from fregquent wye of the computer and intemet inowark and dably
ratters, 6 term of gender, male respondents have similar awanenscs level oy compared to
the male respondents. This s shown through their focus which was mome on the sashes
secunty measures such as pastwond changing, creating unique password and checking thae

sfatus bar

In adldition, Malaysiamame sl comioriable in ahanng thpdir personal inlormation with
their groups, namely peaple of hompital stalls who ane closed o them of ongel edg cabile about
them. relatnees ard family



Offers solutions or course of action.

6.2 Recommendation

The research has contributed extensively ng the litersture for the First Citizens Bank of
Trnidad and Tobago. The aim of the research has been achivved. There exists relationshap
among dependent varieble |.e, sverage stock price with every independent variable ie. the
GDP growth rue, the ofl price, the imerest rate, the inllation rme, sre the dividend por share,
eiunung per shoare. and prolil aller tax snd return on equity. Bul due 1o the limitation of the
dota us the [PO of the bonk was released in 2013, the results are insignificant and the
niultiple-regreasion of all the independenl vanables was not possible. The secondary
qualitative data for all the variables in relation o the sock price of the First Cltizens Bank
was also mmsing whuch result in the low significance of the fmdimgs. The data collected by
the pramary method would heve been benelicial i 1t regulls in securste findings, provides o
deeper insight nnd results in an undersianding of the facts.



The list of references is an
accurate listing in strict
alphabetical

order, of all the sources
referred to.
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Presents additional material such as

questionnaires that are relevant.

APPENDIX A
Survey Questionnaire

TABLE 2A
SURVEY QUESTIONNAIRE, PAGE 2 OF 4

5. How do you use the results of pavement management (or pavement maintenance) system”
Please check all applicable boxes
To keep track of the pavement condition [] To predict future pavement deterioration [ ]
To determine the performance of the past pavement maintenance and rehabilitation treatments [
To prepare Capital Improvement Programs or annual budgets []
To obtain funding from FAA or other agencies

6. How do you evaluate the condition of your pavements?

; If ves, frequency of evaluation, years:
Pavement evaluation procedure =
Runways Other facilities
Pavement Condition Index (PCI) Yes [ ] Yes [ ]
Other types of surface distress surveys, but not PCI Yes [ Yes [
If ves, what type of distress survey?
Pavement smoothness (or roughness) surveys Yes [ ] Yes [ |
If ves, which roughness measure do vou ise?
Periodic pavement friction surveys Yes Q Yes
Periodic Falling Weight Deflectometer (FWD) surveys  [Yes ] Yes
Other surveys? Please specily (e.g., digital imaging of the
pavement surface)

7. How do you select pavement sections that require pavement maintenance or rehabilitation treatments?
Please check all applicable boxes

With the help of a computer program [_] Engineering judgement O
Worst pavement condition first ] Decision trees or guidelines [ ]
When a perceived hazard exist ] Pavement age ]
Operational priorities O Other considerations ]

Preventive pavement maintenance is carried out to prevent premature pavement deterioration and is done
at the right time (when the treatment is most cost-effective). Preventive maintenance treatments may
include, for example, crack sealing or thin asphalt concrete overlays.

8. Do you systematically identify pavements that would benefit most from preventive maintenance?
Yes [] When budget permits ] No []

9. Do you implement preventive maintenance treatment at the right time?
Yes [] Sometimes [ ] No [

10. Has your agency recently (during last 10 years or so) evaluated the performance of specific pavement
maintenance or rehabilitation treatments? We are particularly interested in new and innovative
pavement preservation trearments and technologies.

Yes [ No []
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Stages of Report Writing

Stages

|  Planning

2 Selecting information

‘ Drafting
‘ Revising

—

—

—

—

Action

think about subject matter
think about readers and purpose

reject irrelevant information
consider collected facts and data

write introduction
write main text
write conclusion and recommendation

check for errors









