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Writing a report  

A report should be written in a systematic way with specific sections covering set criteria.  

 

1. Abstract 

The abstract summarises the whole report in approximately 200–250 words. This is what a 

researcher will look at to decide if the rest of the document is worth reading or supports the 

evidence they are looking for. It should include: 

• research aim 

• hypothesis or question 

• what you did and who was tested 

• results 

• conclusion.  

 

2. Introduction 

The topic needs a formal Introduction. Why was the research or study undertaken? This section 

often includes a review of literature. It will include an overview of the research area and provide a 

rational for the study or report. It will conclude with a clear statement of the aim of the research 

and the hypothesis. 

It should not include the method, results or conclusion. 

 

3. Methods/methodology  

This is your study design.  

 

Research methods Research methodology  

Method by which you conduct your research 

into a subject or topic.  

For example, experiments, tests.  

Explains the methods by which you may 

undertake with your research.  

For example, techniques used, and how you 

went about conducting the research. 

 

The methods and methodology must be accurately explained, for example: 

 Subjects – age, gender volunteers, informed consent. 

• Procedure – randomisation/intervention, variables, treatment procedures. These need to 

be described in such detail that they can be exactly repeated and obtain similar results.  

• Analysis – how you went about analysing your data (eg statistical), did you use any 

software? 

 

 

 

4. Results 
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This goes between the method and discussion.  

Here you present your findings.  

This section generally starts with a short statement and it 

contains any graphs and tables, if you are including them. It 

will report results from any statistical testing (eg p Value) and 

identify if there was a significant result or not. 

 

You should not:  

Discuss your results or include all your raw data. 

 

5. Discussion  

This section discusses the results in relation to the: 

• Aim (re-stated at the start of the discussion). 

• Hypothesis (re-stated at the start of the discussion). 

• What the result meant – were the results significant or not? 

 

It should also include a comparison with any relevant previous research (from your literature 

review. 

 

6. Conclusion 

This should include a clear statement of the main findings from the research. It should also state 

any recommendations in detail for future research. For example, any gaps, or areas that might 

need to be addressed or changed should a further study be carried out.  

 

7. Reference list 

You can find further details about writing your reference list in Handout 2. Remember the 

reference list is all the sources you have used to support the report and have been used within 

the text.   

 

8. Appendices 

Any appendices include must be filed in chronological order, as referred to in the report. 

Examples might be: 

• A print out of all the raw data in a single spreadsheet or a copy of the transcript.  

• A print out of the statistical analysis. 

 


