Writing a Report
1. Preparation
Before you start writing a report you should prepare the following aspects:
Goal and Audience

You will have to think about the goal of your report: What do you want to achieve? Do you want to inform the reader about e.g. alternative possibilities for an existing situation? Or did you already think of a solution and do you want to convince your reader? The clearer the goal, the better you can select your information and adapt your writing style. 
Also think about your audience: who is reading this report? It is easier to choose a writing style if you know who you are writing for. If your audience knows a lot about the subject already, you can be more conscise in your writing style and use more technical terms without an explanation. 
Gathering information.

Already start with keeping a list of sources during your research, so you always have a clear overview of books and websites you used. Looking up the right title or author afterwards takes a lot of time. You can also run into the risk that you cannot find the original source anymore. If you use citations you should immediately write down all the necessary information about the source. You can find the right way of citing sources under the heading “Requirements for Language Use”. 
Record in your process log with whom and when you had meetings and the professions of your interviewees. These people are also ‘sources’ of information who may be specialists in a specific area.
Selecting and structuring information 

It is easier to write a report if you have an idea about what information you are going to use. Only part of the information you gathered will actually be used in your final report. 

Next, it is practical to structure your information. This way you can find information quickly. You can make a rough division of chapters to structure your information. You can compare this process with the folders on your PC. If you have a clear structure to store your information, you will be able to find information much more quickly.

It is important to develop a structure in your report early on in the process. You can make a draft of your table of contents. This will make you think about the structure of your report, how many chapters you need and how you can divide the information in these chapters. This will make the process of writing the report a lot easier. Moreover, your group members can use your draft to give comments to improve your report.  
Thinking about Lay-out 

Save your pictures (illustrations, graphs, tables, etc.) in a separate file. This will prevent you searching for pictures during the writing process. Try to save your pictures in a format that is fit for publishing. Always scan photos in a high resolution. 

Determine a font for your report. Nothing is more irritating than having to check your whole report for tabs and spaces because you changed the font in a later stage of the writing process. It is better to determine a font beforehand and determine a lay-out for your report. 
2. Starting the Writing Process
First, write a draft version of your report. In this version you will put your information in the right place. You will concentrate mainly on the structure of your writing. . 


The Report

Every report consist of standard sections:
Cover
The cover is the first thing your reader will see. Hence it is important to put a lot of effort in your cover. Your cover should spark the readers interest and invite the reader to read your report. Choose a title that clearly describes the content of your report. The cover should contain the following aspects:
· Title
· Sub-Title (optional)

· Name of the author(s) (you and your group members) 

Title Page
The second page of your report, the title page, contains more information than the cover. On the title page you also state the title, the sub-title (same as on the cover) and the name of the author (s). Then you add:
· Place and date of publication 

· The name of the institution for which you wrote the report. 
Table of Contents
The table of contents is an importent element in your report, because it serves as a ‘road map’ for your reader. You have to make sure that your page numbering is correct and that your chapters are structured in a logical order. When reading the (sub)titles your readers should immediately know where to find certain information. Make sure that the titles in your table of contents match the titles at the top of your chapters. 
Mind that the following sections should not have a chapter number: the summary, foreword, vocubulary/symbol list, (optional) figures and tables and the appendix. The cover, title page, foreword, table of contents and the summary do not get a page number either.
Foreword
In the foreword you can describe your target audience, how the report was written en information about you, the authors. 
Often the foreword is used for words of gratitude. You can thank  your supervisors or clients for their help and advice during the writing process. The foreword is the only part of the report that is written with personal pronouns (‘We’ and ‘I’).
Summary
Most readers will not read further than the introduction and your summary due to time constraints. Therefore, the summary should be written very carefully. The summary should be viewed as a combination of your introduction and conclusion, but in a more conscise form.
3. The content of your introduction, core text and your conclusion. 
Your introduction should  function as a ‘road map’ for the readers, just like your table of contents. In your introduction you explain to the reader what he/she can expect in your report. The introduction should answer the following questions: 
· What is your subject? What is your hypothesis?
· Why did you write this report, what is your goal and significance of your report? 

· How did you write this report and how did you structure your text? 

Furthermore, the introduction should be exciting. A well-written introduction sparks the interest of the reader and he/she wants to find out more about the subject. 

Your core text consists of several chapters in which you dive deeper into the problem, your research and your plan for improvement.
Your conclusion cannot contain any surprises for the reader. Your argumentation should be in previous parts of your text. Formulate your conclusions in a conscise manner. Do not write a second summary
On request of your client you can add a list of recommendations to your report. 
4. Citations
Consequently cite your sources througout your report. This includes information you found on the internet. When writing your citations you should:
· Only include sources you use and mention in your report;

· Cite your sources in alphabetical order;

· Sort your sources by type: books, internet, audio files, etc.  

5. Appendix
You can use an appendix to keep your chapters conscise and to the point. Appendix can be used to show detailled information or e.g. used questionnaires. Make sure you refer to the right appendix if you mentioned one in your text (right page number, description, etc.)  
P.M.
Results
· What is your solution?
· What are the advantages and disadvantages?
· What are the costs? (making a budget estimate)

· How long will execution of the task take?
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