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The Report Writing Guide Page2 

THIS REPORT WRITING GUIDE 

Writing an effective report for work or study may seem a daunting task, whether it is a first attempt or not. 
Like any task you don't do regularly, it helps to have a format to follow. Check if your computer has a report 
template, or create your own! 

The following headings and layout will help YOU stay on track. This will mean that THOSE WHO READ 
YOUR REPORT should find it easy to follow the information you present and be impressed by your 
professional approach. 

This guide contains the following sections: 

A 

B 

C 

Key criteria that an effective report should meet 

How to go about your report task and complete a professional effort every time 

The required report format: what goes where ... page by page content notes as well 
as writing and presentation tips 
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I A KEY CRITERIA: A Handy Report Writing Checklist 

Your report MUST ... 

1. HAVE A CLEAR PURPOSE

2. BE COMPREHENSIVE

3. BE COMPLETE

4. BE ACCURATE

5. BE UP-TO-DATE

6. REMAIN RELEVANT

7. PROVIDE BALANCE

8. BE ORGANISED

A Gold Coast Institute ofTAFE

Think not only WHAT you should write about, but WHY! Write your 
purpose as one sentence to keep you on track; eg In this report I will 
compare the price and functions of photocopiers . . . so that the 
Manager can decide which best suits our organisation's needs. 

Your research must cover all aspects of your topic. If you decide to 
limit your information in any way, then say so, and explain why. And 
don't forget to acknowledge all sources of information as per 
referencing rules!! 

Provide all the information your reader needs. Sometimes this 
prompts the question ... "What everything?" If you think your report 
will be too unwieldy then choose carefully what should go in the report 
and what should be attached as an appendix. 

Check your facts and check your figures. In business, mistakes cost 
$$$$. YOUR CREDIBILITY (and your career) depends on reliability; 
in your studies, accuracy is the only way to get good results. 

Check that you have the latest figures; eg that prices are current, that 
regulations include recent amendments. Unless your report provides 
a historical perspective, having the latest information is vital. 

Sometimes you can get carried away with your topic! Keep your 
purpose statement in front of you at all times! 

Detail both the for and against, the good and the bad; eg a report 
detailing the need for new computers must clearly identify benefits 
and costs; anticipate any problems ... and how to overcome them. 
Too many reports are all shining light, and therefore ... biased! 

A report is a lengthy document. If the writer gets disorganised, there 
is little hope for the reader! Use the required headings and format 
(see section C); stick to your schedule (see section B), and you 
should stay on track to complete a professional document. 
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