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Executive Summary

The executive summary provides the reader with an overview of the report’s essential information. It is designed to be read by people who will not have time to read the whole report or are deciding if this is necessary; therefore, in your executive summary you need to say as much as possible in the fewest words (Weaver & Weaver, 1977). The executive summary should briefly outline the subject matter, the background problem, the scope of the investigation, the method(s) of analysis, the important findings arguments and important issues raised in the discussion, the conclusion and recommendations. The executive summary should not just be an outline of the points to be covered in the report with no detail of the analysis that has taken place or conclusions that have been reached.

The executive summary stands as an overview at the front of the report but it is also designed to be read alone without the accompanying report (this would often occur in the workplace); therefore, you need to make sure it is self sufficient and can be understood in isolation. It is usually written last (so that it accurately reflects the content of the report) and is usually about two hundred to three hundred words long (i.e. not more than a page).
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SPECIAL NOTE:

You will need to update this table of contents when you have completed your report, including adding headings or sub-headings. This will require you to know how to do this. 

How to Update an index, a table of contents, or other table after making changes


1. Hold down CONTROL and click to the left of the index, table of contents, or other table you want to update.

2. On the menu, click Update Field.

Note:   When you update the entire index or table, any text or formatting you added to the finished index or table is lost.

Introduction

The introduction presents:

the background to the issue (i.e. why was the report commissioned),

the objective or purpose of the report

a definition of the research problem/topic

a definition of the report’s terms of reference (the what, where, and when of the research problem/ topic)

an outline of the report’s structure

an overview of the report’s sections and their relationship to the research problem

an outline and justification of the scope of the report (the boundaries the report is working within)

a description of the range of sources used (i.e. personal investigation, interviews, statistics and questionnaires)

acknowledgment of any valuable assistance received in the preparation of the report

While there may be some duplication in the contents of the executive summary and the introduction, the purpose of the executive summary is to provide a summary of the findings of each section of the report. The purpose of the introduction, however, is to outline what the report will cover and how these issues address the research problem.

body of the report -

NOTE: ABOVE you need to insert your own heading – which should be relevant to your report

Conclusion 
Conclusions are drawn from evidence, analysis, interpretation and evaluation presented in the discussion. No new material should be introduced; the conclusions should follow logically from the Discussion. The Conclusions section should give:

    * Conclusions

    * Key points

    * Main findings

Recommendations
The Recommendation section (when used - not all reports give recommendations) should present your informed opinions, suggestions, possible actions to be taken, applications and recommendations arising from a rational consideration of the discussion and conclusions.

    * Be definite

    * Be perceptive

    * Be imaginative

    * Be rational

References 

Insert any references from the literature to support what you argue and demonstrate that you have done background research and reading.

Appendix

In this section insert any information of relevance to your report IF YOU HAVE ANY – if you don’t then you may delete this section e.g diagrams, tables, photographs.


