
Report Writing 



What’s the 

difference between 

Essays & Reports?  



Presents the 

results of  

an investigation 

A formal way 

of writing up 

research or a 

project 

Way of 

presenting and 

analysing 

information, data 

or statistics 

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=-UTTBKeKqhkm0M&tbnid=bFXgekjn3r0bdM:&ved=0CAUQjRw&url=http://lbsolutions.no/?attachment_id=24&ei=YENpUoDkBrCT0AXYj4DwCg&bvm=bv.55123115,d.d2k&psig=AFQjCNEuc8lwHO2_bYadMXEq1crZrrpzNw&ust=1382716609760891
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=-UTTBKeKqhkm0M&tbnid=bFXgekjn3r0bdM:&ved=0CAUQjRw&url=http://lbsolutions.no/?attachment_id=24&ei=YENpUoDkBrCT0AXYj4DwCg&bvm=bv.55123115,d.d2k&psig=AFQjCNEuc8lwHO2_bYadMXEq1crZrrpzNw&ust=1382716609760891
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=-UTTBKeKqhkm0M&tbnid=bFXgekjn3r0bdM:&ved=0CAUQjRw&url=http://lbsolutions.no/?attachment_id=24&ei=YENpUoDkBrCT0AXYj4DwCg&bvm=bv.55123115,d.d2k&psig=AFQjCNEuc8lwHO2_bYadMXEq1crZrrpzNw&ust=1382716609760891


Information included in a 

report 
 

Primary research 

Secondary 

research 



I want top marks!     

 

Interpretation 

Research 

Planning 

Writing 

Revision 



Interpretation: 
 

• What is the assignment 
brief asking me to do? 
 

• What are the key words in 
the question? 

 

• Does the question have 
several parts?   



Research: 
 

Books 

Journals/magazines 

Websites 

Online - WKC 

databases 

  

http://vle.westking.ac.uk/


Planning: 
 

  
Brainstorm 

Add research 

Select 

Plan conclusion 

Plan sections/paragraphs 







Writing: 
 

Use your plan 

Write in one go 

Avoid repetition 

Allow for new ideas 



Revision: 

Have a break 

Re-read what you’ve written 

Does it make sense? 

Is the writing clear 

DOES IT ANSWER THE 

QUESTION? 



 

Report Sections!  

 

Activity 

 





Language 
 

Phrases 



Introduction 
 

• This report intends to discover... 
 

• The aim of this report is... 
 

• The research project aimed to 
identify the major causes of... 
 



Methods 
 

• A variety of secondary sources 

were investigated... 
 

• Questionnaires were distributed 

amongst... 
 

• Members of the public were 
asked at random if... 
 



Findings 
 

• National figures from...stated 

that... 
 

• Comments made by participants 

in focus groups included... 
 

• ...% of respondents stated 
that... 
 



Discussion 
 

• It appears that... 
 

• Analysis of the results suggests 

that... 
 

• The research could have been 
extended to include... 
 


