Report Writing
1. Can you put these different sections of a report in the right order?

Discussion


Contents


Method


Abstract

Appendices


References


Title



Results

Introduction

2. Now add the descriptions of each section to your mindmap.






3. True or false?

a. You should use headings and numbers in a report.

b. Planning writing is a waste of time.

c. You should aim for an informal, chatty style.

d. If you are finding it hard to reach the word count, just pad it out with some waffle.

e. You can write the sections in any order as long as you put them in the correct order at the end.
f. There is no need to proof read your work because the computer’s spell checker and grammar checker will find your mistakes.

- What happened.


- How the project went.


What you learnt.





- List of sections and page numbers.


- List of illustrations, tables etc.





- Short and precise heading 


which tells the reader what your project was about.





- List of any books, internet sources etc. you have used.








- What you did.


- Who did what.


- What you needed/used.


- The different steps of your project.








- What you decided to do.


- Why you did it.


- What you wanted to achieve.








- A one-paragraph summary of your whole report to give the reader an overview.








- What you learnt.


- What went well/badly.


- What you would do differently next time.








- Extra material such as tables, instructions, diagrams, sample pages, transcripts etc. that would interfere with the flow of the body of the report. Number/letter


them and refer to them in the main part.








