Preparing a Report

General Formatting Guidelines

Here are some general formatting guidelines that apply to the entire report: 

· Use 2.5 or 3 cm margins for all four margins of the report. You might want to use a 2.5 cm margin at the top and 2 cm margins for the left, right, and bottom. 

· Use a 2.5- 3cm left margin if your binding uses a lot of space (for example, some binders that require 2- or 3-hole punch). 

· Generally use doublespaced typing except in those areas where singlespacing is shown (for example, in the descriptive abstract, figure titles, short vertical lists, and items in the information-sources list). 

· Use one side of the paper only. 

Formal Reports: Component by Component

This section examines each component of the formal report and points out the key requirements in terms of content, design, and format. Remember that these are requirements, or "specifications." Much of the work that professional technical writers do is governed by specifications. Just as an electric component should be built according to certain design specifications, so must most technical documents such as instructions manuals etc. Your job, like any technical writer's, is to stay as close to the specifications as you possibly can.  The first section is the cover, table of contents and list of figures
Section1: Covers and label. 

Your final report should use some sort of cover and label. 
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Covers

· The best is the plastic spiral binding that you can have done at most copy shops. It uses only a quarter-inch of the left margin, and the bound report lies flat when open.  ( Use when presenting a report to a client)

· The least expensive binding is the type for which you punch holes in the left margin and fix the pages in the folder with brads. 

· Loose-leaf, ring binders are generally too large and bulky-also the pages tear.
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Copy shops offer other kinds of binding that work well also. However, avoid the clear or colored plastic ones with the plastic sleeve that fits on the left side-not only is it grade-schoolish, it's aggravating to use. 
Label
· With the label, the best option is to design your own and print it out on an ordinary sheet of paper, then take it to the copy shop and have it copied onto the cover of your choice or include under a clear cover

· Adhesive labels are okay-but you have to buy hundreds of them and then find a printer that will take them

Title page and descriptive abstract. 
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At the bottom of the title page is the descriptive abstract. 
Title page and descriptive abstract. This is the first "official" page in the report. No page number is displayed on this page (but it is "i"). 

Descriptive abstract: The descriptive abstract provides a description of the report's main topic and purpose as well an overview of its contents. It is very short—usually a brief one- or two-sentence paragraph. In this report design, it appears on the title page. You may have noticed something similar to this type of abstract at the beginning of journal articles. 

In this type of abstract, you don't summarize any of the facts or conclusions of the report. For example: 

This report provides conclusions and recommendations on the grammar-checking software that is currently  available.

The descriptive abstract is a little like a program teaser. Or, to use a different analogy, it like major first-level headings of the table of contents that have been rewritten in paragraph format. 
Table of contents. 
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The table of contents (TOC) lists the headings from the body of the report and the page numbers on which they occur. It is not required to list all headings. This TOC could have excluded all third-level headings and fit on one page. 
Notice the use of Sentence Case and Upper Case as well as the use of right alignment on the Arabic and Roman numerals. Use Upper case sparingly however.

 No page number is displayed on this page (but it is "ii"). 
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Light water reactors are a category of muclear power
reactor in which water is used as both 2 coolant and 2 mod-
erator. There are two types of light water reactors: the
pressurized water reactor and the hoiling water reactor

In a pressurized water reactor, steam is produced in a sec-
ondary system. The main compoments of a pressurized water
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In a boiling water reactor, stean is allowed to
forn directly in the core. The wain components of a boil-
ing water reactor are the core control rods, the care
shroud and reactor vessel, the recirculation system, the
stean separators, and the steam dryers. The core of a
boiling water reactor is slightly larger tham that of a
pressurized water reactor ut contains the same elements
The coolant is circulated through the system by the recir-

culation the reactor vessel and jet pumps inside the
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saery systems are designed to prevent meltdowm in both
types of light water reactors. The safety systems in a pres-
surized water reactor include the residual heat removal sys-
tem, the emergency core cooling systems, and the containment
building. The residual heat removal system removes decay heat
fron the primary coolant system during plant shutdown. The
emergency core cooling systems are designed to deal with loss-
of-coolant accidents. The passive system consists of accumi-
lators which inject coolant into the vessel when an accident
occurs.  The low pressure injection systems and the high pres-
sure injection systems alto provide make-up water. The safery
systems of a hoiling-vater reactor include the drywell and the
emergency core-cooling systems. The reactor-core-isolation
cooling system punps water into the reactor during a less-of-
coolant accident, while the low- and high-pressure core spray
systems provide makewp water. The drywell encloses the reac-
tor vessel, and the contaimment vessel encloses all the copo-
nemts of the reactor. The Wuclear Requlatory Commission in-
spects all muclear power plants to ensure than these safety

systens are adeguate




List of figures. 
In the list of figures, you list all of the titles for figures and tables in your report. If any title is too long, trim it to a meaningful portion. In this example, notice that instead of having a separate list of tables, the tables (Figures 13 and 14) are included here. 


List of figures page. Notice that the page number would be "iii" if the table of contents had been only one page long.
Section 2: The Report structure 
Abstract (informative). 
The informative abstract, provides information from the body of the report—specifically, the key facts and conclusions. It is sometimes called the executive summary.  This type of abstract summarizes the key information from every major section in the body of the report. 
Specifically, the requirements for the informative abstract are as follows: 

· Summarizes the key facts, conclusions, and other important information in the body of the report. 

· Usually about 10 percent of the length of the full report: for example, an informative abstract for a 10-page report would be 1 page. This ratio stops after about 30 pages, however. For 50- or 60-page reports, the abstract should not go over 3 to 4 pages. 

· Summarizes the key information from each of the main sections of the report, and proportionately so (a 3-page section of a 10-page report ought to take up about 30 percent of the informative abstract). 

· Phrases information in a very dense, compact way. Sentence are longer than normal and are crammed with information. The abstract tries to compact information down to that 10-percent level. It's expected that the writing in an informative abstract will be dense and heavily worded. (However, do not omit normal words such as the, a, and an. 
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Section 1: Introduction

The Ames Solid Waste Recovery System is a comtimuously oper-
ating system that is processing mmicipal solid waste [MSW] for
use as a supplemental fuel in the existing stean gemerators of
the Ames Municipal Power Plant. This system consists of a nominal
136-wg/day (1609-ton/day) processing plant, a 454-Mg (500-tem)
Atlas storage bin, pneumatic tramsport systems and the existing
minicipal power plant. The processing plant incorporates twe
stages of shredding, ferrous and nonferrous metal recovery, and
an alr density separator. The three steam gemerators consist of
one pulverized coal tangentially fired wnit (No. 7), two spread-
ers, a return traveling grate, and stoker fired units (Nos. 5 and

o siteren kind of
background—ietates

moe 1o

The EPA Grant No. R803903-01-0 for the first year of research e ieasons
study of the Ames S0lid Waste Recovery System was officially or susaton

awarded February 4, 1976. A detailed work plan was submitted in o the report

March 1976, and included: {a) envirommental evaluations of stean
generator units Wes. 5, 6, and 7, including the parriculate col-
Tector; (B) boiler performance study; [c] boiler corrosion stud-
ies; (d) economic evaluation of the solid waste process plant and
of the city power plant; and [e] interim characterization of the
RIF

This report comcerns irself with the deternination of the
following objectives

+ Evaluarion of hoiler efficiency
© RDF fuel wrilizarion

- rarticulate collector efficiency —

+ Other oiler performance behavior including excess air | VMW ofEor

contents,
flow, characterizavion of coal, RDF, grate and collector

ash including major chemical analysis, ash softening

temperatures and calenlation of slagging and fouling

indices

« corrosion experience

The actual studies commenced June 1, 1976. Because of hoiler
unit availability at the power plant, major research emphasis was
on the enviromnental evaluation and heiler pereformance of the
stoker fired wnits Nes. 5 and 6, while firing coal and coal-RDF
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Omits introductory explanation, unless that is the focus of the main body of the report. Definitions and other background information are omitted if they are not the major focus of the report. The informative abstract is not an introduction to the subject matter of the report—and it is not an introduction! 

· Omits citations for source borrowings. If you summarize information that you borrowed from other writers, you do not have to repeat the citation in the informative abstract (in other words, no brackets with source numbers and page numbers). 

· Includes key statistical detail. Don't sacrifice key numerical facts to make the informative abstract brief. One expects to see numerical data in an informative abstract. 

· Omits descriptive-abstract phrasing. You should not see phrasing like this: "This report presents conclusions and recommendations from a survey done on grammar-checking software." Instead, the informative abstract presents the details of those conclusions and recommendations. 
Body of the report: introduction. 

An introduction introduces readers to the report and not necessarily, or only minimally, to the subject matter. 

Readers have an understandable need to know some basic things about a report before they begin reading it: such as what is it about, why was it written, what's it for, for whom it written, and what are its main contents. Readers need a basic orientation to the topic, purpose, situation, and contents of a report—in other words, an introduction. 
For 10-page, doublespaced reports, introductions might average 1 page. On that one page, you might have three paragraphs, averaging 6 to 8 lines each. One of those paragraphs could be devoted to background information, to introducing the subject matter. But the other two paragraphs must do the job of introducing the report and orienting the reader to the report. 
The following is a discussion of the some of the common contents of introductions. Each of these elements is not required in all introductions, and some elements combine into the same sentence. Rather than mechanically applying these elements, write the introduction that seems right to you, then come back and search for these elements in it. 

· Topic. Somewhere early in the introduction, you need to indicate the specific topic of the report. Some introductions seem to want to hold readers in suspense for a while before they indicate the true topic. That's a bit of a gamble. A better approach is to indicate the topic early—such that you could circle the topic words somewhere in the first three to four lines of the introduction. 

· Purpose and situation. Somewhere, the report needs to indicate why it was written, for whom, and for what purpose. If the report provides recommendations on whether to implement a program, the introduction needs to indicate that somehow. You might also consider indicating something of the scope of the report—what it is not intended to accomplish. 

· Audience. The introduction also needs to indicate who are the appropriate or intended readers of the report—for example, "experienced technicians trained on the HAL/6000." Also, an introduction should indicate what level of experience or knowledge readers need to understand the report, if any. If none is needed, say that also. If the report was prepared for council members of the City of Utopia, Texas, the introduction needs to express that. 

· Overview of contents. The introduction to a report should, if nothing else, indicate the main contents of the report. Often this is done with an in-sentence list (a bulleted vertical list is a bit overdoing it). For most reports, some sort of scope indication is also needed in the introduction: some statement about what topics the report does not cover. 

· Background on the topic. This is everybody's favourite! Some minimal background is usually in order for an introduction—for example, some key definitions, some historical background, some theory, something on the importance of the subject. Information like this gets readers interested, motivated to read, grounded in some fundamental concepts. Watch out, though—this discussion can get away from you and fill up more than page. If it does, that's okay; all is not lost. That just shows the information is important and should be in the report—just not in the introduction. Move it in to the body of the report, or into an appendix. 

· Background on the situation. Another kind of background is also a good candidate for introductions—the situation that brought about the need for the report. For example, if there were a lot of conflicting data about some new technology or some problem, which brought about the need for the research, this background could be summarized in the introduction. For example, if a company needed new equipment of some kind or if the company had some problem or need and some requirements in relation to that equipment—discussion of these matters should go in the introduction.


.
Body of the report:
The following information provides details of what content needs to be included in a primary research report
Primary research report is a report that presents original research data—no matter whether that data was generated in a laboratory or out in the "field." A secondary research report presents information gained largely from printed information sources or from other sources such as people. 

You're probably already familiar with this type of report as the "lab report." The contents and organization of this type of report have a basic logic: you present your data and conclusions, but also present information on how you went about the experiment or survey. In other words, you enable the reader to replicate (the fancy scientific word for repeat) your experiment, or at least, visualize quite specifically how you went about it. 

Contents of primary research reports. To enable readers to replicate your experiment or survey, you provide information like the following (each normally in its own section): 

· Introduction—(See details above for generic information about introductions.) The introduction to the primary research report needs to do what any good introduction to a report needs to do—get the readers ready to read the report. It may provide some background, but not more than a paragraph or two in a one- to two-page introduction. Some of the common elements of the introduction to a primary research report, such as the background or the purpose, can be handled in the introduction. If they require a lot of discussion, however, they may need their own sections. 

· Problem, background—One of the first things to do, either in the introduction, or in a separate section of its own, is to discuss the situation that has led to the research work. For example, you may find that there is something questionable about a commonly accepted theory; you may have noticed some phenomenon that could be used to advantage, and so on. Explain this somewhere toward the beginning of a primary research report.

· Purpose, objectives, scope—Also toward the beginning of this type of report discuss what you intended to do in the research project—what were your objectives? Also, explain the scope of your work—what were you not trying to do?

· Review of literature—After you've established the basis for the project, summarize the literature relevant to it—for example, books, journal articles, and encyclopedias. (eg if you are doing a study on grammar-checking software, what books or articles have already been written on that subject? What do they have to say about the merits of this kind of software?) All you do is summarize this literature briefly and enable readers to go have a look at it by providing the full bibliographic citation at the end of your report.

· Materials, equipment, facilities—Remember that one of your goals in writing this type of report is to enable the reader to replicate the experiment or survey you performed. Key to this is the discussion of the equipment and facilities you used in your research. Describe things in detail, providing brand names, model numbers, sizes, and other such specifications.

· Theory, methods, procedures—To enable readers to replicate your project, you must also explain the procedures or methods you used. This discussion can be step by step. Theory and method refer more to the intellectual or conceptual framework of your project. These explain why you used the procedures that you used.

· Results, findings, data—Critical to any primary research report is the data that you collect. You present it in various tables, charts, and graphs. These can go in the body of your report, or in appendixes if they are so big that they interrupt the flow of your discussion. Of course, some results or findings may not be presentable as tables, charts, or graphs. In these cases, you just discuss it in paragraphs. In any case, you do not add interpretation to this presentation of data. You merely present the data, without trying to explain it.

· Discussion, conclusions, recommendations—In primary research reports, you interpret or discuss your findings in a section separate from the one where you present the data. Now's the time to explain your data, to interpret it. This section, or area of the report, is also the place to make recommendations or state ideas for further research.

As for the organization of a primary research report, the typical contents just listed are arranged in an actual primary research report in just about the same order they were just discussed. Loosely, it is a chronological order. First, you discuss set-up issues such as the problem and objectives, then you discuss the procedures, then the data resulting from those procedures, then your conclusions based upon that data. 

This type of report varies greatly in terms of how long the typical sections are, whether they get combined with other sections, and what they are called (their headings). 

Source: Online Technical Writing

http://www.io.com/~hcexres/textbook/otherep.html#primresch

Section :  Finishing up
Information Sources
The ideal of the primary research report is build upon or add to the knowledge in a particular area. It's the vehicle by which our knowledge advances for a specific topic. Your primary research report rests on top of all the work done by other researchers on the same topic. For that reason, you must list the sources of information you used or consulted in your project. This list occurs at the end of the report. 

Reference: A reference list lists all sources used in the body of your document that you have used to make your argument and support what you are doing and why.  Generally in academic research papers this is all that is required.
Bibliography: This information source lists all information sources consulted no matter whether you have referred to them in the body of your document or not. It  includes nonprinted, nonpublished ones. Check the Harvard Reference style sin CDU library for the format required for references 

Appendices. The appendix is a good place to put information that just will not fit in the main body of the report, but still needs to be in the report. For example, big tables of data, large maps, forms used in an organization, or background discussion-these are good candidates for the appendix. Notice that each one is given a letter (A, B, C, and so on). 


Appendix divider page. Call it "Appendix" if there is only one appendix (for example, the list of information sources); call it "Appendixes" if there is more than one appendix. (No page number is shown, but it would be "32"). 

Final Production

Page-Numbering Style

1. All pages within the front and back covers are numbered but the page number is not always displayed. 

2. All pages coming before page 1 of the introduction use lowercase Roman numerals. 

3. All pages beginning with page 1 of the introduction use with Arabic numerals. 

4. Page numbers are not displayed on the transmittal letter, title page, first page of the table of contents, page 1 of the introduction, and the appendix divider page. 

5. There are several choices of pagination style for the main-text pages:

· Center page numbers at the bottom (halfway between the last text line and the bottom edge of the paper). 

· Place page numbers in the top right corner (on the right margin, halfway between the top text line and the top edge of the paper). Do not display page numbers on any page with a centered (first-level) heading (display it centered at the bottom). 

Some word-processing software causes problems in implementing these pagination guidelines; let your instructor know

Publishing & packaging
Once you have your final draft as polished as you can get it, you are ready to "package" it for final production. Here are the steps: 

1. Make a good printout of your report, on good paper, using fresh print supplier (ribbon, toner, cartridge, whatever you printer uses). Remember to design and type or print your cover label (just type or print it out on a clean white sheet of paper). 

2. Make sure your graphics are good quality. If they are, tape them down onto the pages. Make sure they fit neatly within the margins-top and bottom, left and right. 

3. Make sure all the components are in place and everything looks okay. 

4. Head for a good copy shop; there, get a good photocopy of your text pages. Check to see how the pages with taped-in graphics look. If they are not right, ask a copy-shop person for help. 

5. Now select the cover and have the label you design printed on it. Most shops have numerous colours and thicknesses of covers to choose from. (Spare us the leatherette look with the fake gold-embossed trim-make it plain, simple, honest!) 

6. Finally, get the report with its cover bound. The plastic spiral binding works great. There are other bindings that work nicely too. Remember, though-no clear plastic cover with those plastic sleeves on the left side!) 

Take special pride in this part of the project! If you've not produced a report this way before, you'll probably be very pleased and impressed with the results.
Report cover with label (the label can be photocopied onto the cover).





Second page of the table of contents. 





Notice the format if you have more than one section in the appendix.





Informative abstract (first page). 





Second page of the informative abstract
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