
 

 

LECTURE 33 

REPORT WRITING 

BY 

DR.GAURAV SANKALP 

WHAT IS REPORT 

 A report is a document containing comprehensive information on  a 

specific subject.  

 A Report is formal statement of the results of an investigation or of 

any matter on which definite information is required 

 Reports are documents which presents specific, focused content-often 

the result of an experiment, investigation, or inquiry to a specific 

audience.  

PURPOSE OF REPORT 

1. To give the information. 

2. To records events for decision making. 

3. To recommend specific action 

FIVE STEPS TO PREPARE REPORT 

1. Define the problem 

2. Gather the necessary information 

3. Analyze the information 

4. Organize the information 

5. Write the report  

STRUCTURE OF A REPORT 

 Title  

 Table of contents  

 Abstract  

 Introduction  

 Literature review  



 

 

 Analysis / Investigation  

 Findings  

 Discussion  

 Conclusion 

 Suggestion 

 Limitations  

 Reference and appendices  

GOOD REPORT CONTAINS 

 Clear topic  

 Lucid language 

 Proper audience 

 Relevant findings 

 Proper illustrations 

 Indexing and references 

 Graphical representation 

 Free of Typing and grammatical errors 

WHY DO REPORTS SOMETIMES FAILS? 

 Over all messages is not clear.  

 Report is badly structured. 

 Report is too long.  

 Inappropriate language for intended audience.  

 Report is boring, does not engage the reader.  

 Report is full of grammatical and spelling errors. 

 


