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THE FORMAL REPORT - IMPORTANT 

POINTS TO REMEMBER

A. Headings

1. Headings, text, etc. should begin 11/2 inches from the top of the page.

( "sinking" or adding extra spaces adds appeal

2. Center all main report headings.  A larger, boldface font adds emphasis.

( the title appears exactly as on the title page and title page if required

( if the tile is more than one line, the arrangement should be identical on the half-tile page, title page and first page of the report.

( all major headings(Executive Summary, Contents, Introduction, References, Appendices, etc.) should be capitalized.

3. There should be a double space(DS) between the heading and the start of the text.

4. Minor headings - only the first letters of each significant word in the title should be capitalized.  Also, the headings should be underlined

( the headings are not centered, but start from the left margin

( for added emphasis, use a boldface font slightly larger than the text

5. Used centered heading to effectively move the reader to the next major division

( key all major headings in capital and lowercase letters

B. Page Numbering
1. Main text
( center the Arabic numeral(page 1) approximately 1 inch from the bottom of the page

( number page 2 and the remaining pages with an Arabic numeral at the top right margin.  Position the number one inch from the top.

2. Preliminaries - transmittals, figures, executive summary, etc.
( should be in Romanic numerals(i, ii, iii, etc.).  They should be centered one inch from the bottom of the page.

3. Appendices, References, Bibliographies
( should be Arabic numbers.  Continue numbering this section from the main section

C. Spacing
1. Double Spacing
( double space and indent paragraphs in  the final report if company policy so specifies

( single space report to save money and space

( for your report, you can use which method you want.  Be consistent.
( if you use single spacing, utilize double spacing between headings and separate paragraphs

( if you double spacing, utilize four spaces between headings and separate paragraphs

D. Contents
Points to remember about contents:

1. Leaders - are spaced periods

Leaders guide the eye from the heading to the page number

2. Contents include the page number on which each major and minor section begins

3. Contents presents each heading exactly as it appears in the report

4. If the report contains an outline numbering system(I, II, III, etc.) then this be reflected in your contents

( if your report doesn't, arrange the contents to indicate the importance of the headings placed at the left margin, minor headings indented.

5. Prepare the contents after completing the report

E. Figures(List of Figures)

1. Includes the list of figures found on separate pages

2. You should use headers and page numbers
3. To simplify identifying visuals, tables and charts can be labeled as figures and numbered consecutively with one numbering system

4. Format tables consistently.

( center figure numbers and titles on separate lines separated by a double space.

5. Place the graph or table as close to the textual reference as possible, and limit the text reference to the analysis

6. Use effective layout, appropriate captions and legends.  Use realistic vertical and horizontal scales that help the slide or graph to be understood

F. Executive Summary
1. It should summarize the essential elements in the entire report to simplify understanding

2. It should provide needed the background and explain the problems leading to the need for study

3. It presents the purpose of the study and identifies the persons authorizing it

4. It describes the method used to solve the problem

5. It synthesizes major findings focusing on specific findings needed to support conclusions that follow

6.  It highlights the conclusions and recommendations based on the analysis of the findings

G. Conclusions and Recommendations
( it is sometimes labeled the summary

1. It enumerates conclusions for emphasis and clarity

2. It consists of broad generalizations drawn from the findings sections of the report and does not repeat specific findings

H. References
1. Review previous notes for the documentation formats

I. Appendix
1. It can be used to place examples of the questionnaire, and other reference material  you are using

2. If you have more than one appendix, you should label them Appendix A, Appendix B, etc.

J. Style in the report
1. Use the personal pronouns, I and we sparingly

2. Use the proper verb tense

3. Avoid ambiguous pronoun references

EXAMPLE:  If a sentence begins with "This is", make sure the preceding sentence indicates what "This" stands for.

4. Expletive sentences.  Sentences that begin with "There is", "There are", and "It is" present the verb before the subject, compared with subject-verb-complement sequences.  Expletive sentences are longer

5. Enumerate lists of three items or more if tabulation will make them longer

EXAMPLE:  A list of three words such as Ivan, George and Dianne need not be tabulated.  But a list of three long references, phrases or clauses would probably warrant tabulation

K. Report Analysis
( make sure each statement contributes to the solution of the problem

( convert large, unwieldy numbers to understandable ones through a common language such as "units of production", and "ratios"

( use an objective reporting style rather a persuasive language.  Avoid emotional terms.  Avoid unwarranted judgments and inferences

L. Editing and Rewriting
( The finished product should be free of errors in:

1. Content, Organization and Style

Ask yourself the following questions:

( Is the main idea presented appropriately based on the reader's likely reaction to the main idea?

( Are supporting ideas presented in a logical manner?

( Is all the information included?

Have I included all the details the reader needs to understand the message and to take necessary action?

( Is the information accurate?  Have I checked the accuracy of any calculations, dates, names, addresses, and numbers?
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