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Doa starting class

هْمًا Nيْ فPقْنOارْز Nلْمًا و Pي عPدْنPبِّ زNر
Oh Allah, increase me in knowledge and understanding



Understanding Report
Writing

Purpose and types of reports

Standard structure of a report



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. 

Learning outcomes

1

2



An organized, factual, objective
presentation of information.

Report is a comprehensive document and
covers all aspects of the subject matter of

study.

A means to convey some information to
others. It is an informative writing 

and formal. 'Organized' means it follows a
systematic pattern.

'Objective' means it should not
be influenced by our

personal feelings.

Definition



Report

A report is a brief account of an
event that has already taken place.

The report helps in recording the
events of importance that occur in
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.



to present information on a particular topic after research has been carried out.

2 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. 

1

Purpose
To provide information. 

Reports are used:



Assessment reports Survey reportsInformative reports Proposal reports

1 2 3 4

Types of reports

present and evaluate
the positive and
negative features of a
person, place and plan.
It include your opinion
or recommendation.

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

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

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



  Hammering the 4 Ws 1 H : 

Understanding the strategies of writing a report

1

2

5
WHAT  

 What is the
news?

43
WHERE 

Place WHEN
 Time

WHO 
 Person/Persons

involved

HOW 
 Causes

* Impact or Consequences (if found relevant)



Short Report Long 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

Informal report Formal report



Format of Informal Report



Body/Findings/Discussions

Conclusion

Recommendations

References

Appendixes

5

6

7

8

9

1

2

3

4

Tittle Page

Abstract

Table of Contents 

Introduction 

Format of Formal Report 



1. Tittle Page

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



2. Abstract

Be specific and precise - reader can get get a
good understanding of the main points

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

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

The abstract should
be on separate page
with centered
heading ABSTRACT in
capitals.
Written in a single
paragraph.



3. Table of Content

Should be on a separate page.

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

Include a list of figures and list
of tables if any are used in the
report.



4. Introduction

The introduction has three main components:

1.The Background

2. The Purpose

3. The Scope



5. Body/Findings/Discussions

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

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.



6. Conclusion

Should be as brief as possible.

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



7. Recommendations

Offers solutions or course of action. 



8. References

The list of references is an
accurate listing in strict
alphabetical
order, of all the sources
referred to.



9. Appendixes

Presents additional material such as
questionnaires that are relevant.



Report

Style sheets
and

templates Preliminaries Text 
Reference

material

Contents



1

2

3

4

Title page

Acknowledgement

Abstract

Table of contents

Preliminaries



1

2

3

Introduction

Main body of the report

Conclusion

Text



1

2

3

Reference

Appendix

Index

Reference Material



1 Planning

2 Selecting information

3 Drafting

4 Revising

Stages of Report Writing
Stages 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



Task



Thank you


