
HOW TO WRITE AN INTRODUCTION FOR A FORMAL REPORT

Step-by-step guide on how to write the introduction section of a report.

Benefits This section explains the benefits of the solution. For example, if you are writing the report for
colleagues on a board of experienced engineers at a chemical engineering plant, you can be pretty certain that
they will familiar with all the technical terms used. Check that you understand all the instructions or
requirements, and ask your tutor if anything is unclear. Evaluation This should be the bulk of your report; you
must evaluate the options using the criteria you created. What are the functions of accounting information and
which function do you consider to be the most important? Example of use of appendices Bibliography Your
bibliography should list, in alphabetical order by author, all published sources referred to in your report.
Introduction The introduction sets out what you plan to say and provides a brief summary of the problem
under discussion. The length of the introduction depends on the total word limit. However, this is highly
unlikely to happen as most reports are commissioned to address a particular problem. Keep referring to your
report brief to help you decide what is relevant information. This section should state the end results of your
research and detail how you got there: how you evaluated the alternatives and, from there, you would decided
which alternative best fit your organization. However, you need to explain why you do not recommend the
solution, according to the economical, structural, and operational feasibility. The aims and objectives of the
report should be explained in detail. Aim for a writing style that is direct and precise. Completing and sharing
research comes with a set of legal issues. In addition there can be the following optional ingredients: 5. Links
There are many resources on the matter. The results Appendix 3 suggest the change is well received by the
majority of employees. Step 2: Keep your brief in mind at all times During your planning and writing, make
sure that you keep your brief in mind: who are you writing for, and why are you writing? Now - and only now!
There is an art to writing the introductory sentences â€” they should not be too general, too specific or too
meaningless. A report is written for a clear purpose and to a particular audience. It has approximately 40 stores
and is continually adding new stores Australia wide. It may also include experimental results. Identify priority
areas for attention and seek out further information and advice. You may find it easier to write the summary
and contents page at the end when you know exactly what will be included. Methods Information under this
heading may include: a list of equipment used; explanations of procedures followed; relevant information on
materials used, including sources of materials and details of any necessary preparation; reference to any
problems encountered and subsequent changes in procedure. Recommendation or Solution This section may
stand on its own, or it may have several subsections depending upon the complexity of the report. Related
work My suggestion is to postpone this part to the end of the paper, unless there are good reasons for doing
otherwise. By telling your audience how you came to know what you have found out, you are demonstrating
to them that your results are trustworthy and that they truly hold significance. The introduction of any business
report or essay should: focus the reader's attention on the exact subject of the report; provide background
information on the topic of the report; engage the reader's interest in the topic; give definitions if required [not
usually done if it's a short piece of writing]; summarise the writer's main argument if it is an argumentative
essay or report; familiarise the reader with the structure and purpose of what they are about to read. Other
details you may include could be your name, the date and for whom the report is written. If you decide to
include this into the introduction, you might want to a keep it as short as possible, b refer as much as possible
to the concluding section, and c keep it well separated from the rest of the introduction. Overview of
Alternative Options In this section, you must underline the key features of each possible option. This guide
offers a general introduction to report writing; be sure also to take account of specific instructions provided by
your department.


