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Writing Reports
Report writing is a systematic way of presenting information in a clear and logical manner, tailored to a particular purpose and audience. Whether used in education, business, or research, a report serves to convey facts, results, and recommendations in a well-organized way.
1. Definition 
A report is a formal and well-organized document that conveys information, outcomes, or findings on a particular subject in a clear and objective manner, usually intended for a specific audience and purpose.
2. Types of Reports
There are many types of reports; common types include:
· Lab Reports: Are concerned with scientific studies where experiments, methodologies, results and conclusions are documented. 
· Research Reports: Provide findings of research projects, including analysis of data and its interpretation.
· Incident Reports: Explain unforeseen incidents or accidents by outlining the circumstances and their results.
· Progress Reports: Inform stakeholders about the progress and current status of ongoing projects.
· Business Reports: Are used in organizations for planning and decision-making.

3. Structure of a Report
A well-written report usually includes the following:
a. Title Page: Includes the report title, author’s name, date, and organization.
[bookmark: _GoBack]b. Introduction: Explains the topic, purpose, and scope of the report. It may also include background information.
c. Body (Main Content)
This part is large, and it generally includes your findings, which are the positive and/or negative things you and other people have noticed. It should be organized according to what is asked for in the question.
d. Conclusion: Summarizes the key findings of the report without adding new information.
e. Recommendations: Suggests actions based on the findings.
f. References: Lists sources used in the report.
4. Differences between Report and Essay
The following tables summarizes the main difference between a report and an essay.
	Type
	Use of Information
	Structure
	Ideas Presentation
	Conclusion
	Audience

	Report
	A report makes greater use of figures, data, graphs, and tables.
	Highly structured with sections (title, introduction, body, conclusion, etc.), but there is no universal structure. 
	A report displays the data and then interprets the results that can be drawn from it.
	The writer concludes based solely on the data. Recommendations could equally be made.
	Often written for specific stakeholders (teachers, managers, organizations)

	Essay
	An essay primarily relies on words to express and develop ideas.
	Flexible structure with paragraphs (introduction, body, conclusion).

	An essay builds a line of reasoning and involves conceptual or abstract thinking.
	The writer presents personal ideas and reasoning to make his conclusion.

	Generally written for a broader academic audience





