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19.0 OBJECTIVES

After going through this unit, you should be ableto:

| define aReport,

I explain the need for reporting,

| discuss the subject matter of various types of reports,
| identify the stagesin preparation of areport,

I explain the characteristics of agood report,

| explain different parts of areport, and

| distinguish between a good and bad report.

19.1 INTRODUCTION

The last and final phase of the journey in research is writing of the report.
After the collected data has been analyzed and interpreted and generalizations
have been drawn the report has to be prepared. The task of research is
incompletetill the report is presented.

Writing of areport isthe last step in aresearch study and requires a set of skills
some what different from those called for in respect of the earlier stages of
research. This task should be accomplished by the researcher with utmost care.

19.2 PURPOSE OF A REPORT

The report may be meant for the people in general, when the investigation has
not been carried out at the instance of any third party. Research is essentialy a
cooperative venture and it is essential that every investigator should know what
others have found about the phenomena under study. The purpose of areport is
thus the dissipation of knowledge, broadcasting of generalizations so asto
ensure their widest use.
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A report of research has only one function, “it must inform”. It hasto
propagate knowledge. Thus, the purpose of areport isto convey to the
interested persons the results and findings of the study in sufficient detail, and
so arranged as to enable each reader to comprehend the data, and to determine
for himself the validity of conclusions. Research results must invariably enter
the general store of knowledge. A research report is always an addition to
knowledge. All this explains the significance of writing areport.

In a broader sense, report writing is common to both academics and
organizations. However, the purpose may be different. In academics, reports are
used for comprehensive and application-oriented learning. Whereasin
organizations, reports form the basis for decision making.

193 MEANING

Reporting simply means communicating or informing through reports. The
researcher has collected some facts and figures, analyzed the same and arrived
at certain conclusions. He has to inform or report the same to the parties
interested. Therefore “reporting is communicating the facts, data and information
through reports to the persons for whom such facts and data are collected and
compiled’.

A report is not a complete description of what has been done during the period
of survey/research. It is only a statement of the most significant facts that are
necessary for understanding the conclusions drawn by the investigator. Thus, “
areport by definition, is simply an account”. The report thus is an account
describing the procedure adopted, the findings arrived at and the conclusions
drawn by the investigator of a problem.

19.4 TYPES OF REPORTS

Broadly speaking reporting can be done in two ways :

a) Oral or Verbal Report : reporting verbally in person, for example; Presenting
thefindingsin aconference or seminar or reporting orally to the superiors.

b) Written Report : Written reportsare moreformal, authentic and popular.

Written reports can be presented in different waysasfollows.

i) Sentenceformreports : Communicating in sentence form

i) Tabular reports : Communicating through figuresin tables

i) Graphic reports : Communicating through graphs and diagrams

iv) Combined reports :  Communicating using all the three of the
above. Generally, thisis the most popular

Research reports vary greatly in length and type. In each individual case, both
the length and the form are largely dictated by the purpose of the study and
problems at hand. For example, business organizations generally prefer reports
in letter form, that too short in length. Banks, insurance and other financial
institutions generally prefer figure form in tables. The reports prepared by
government bureaus, enquiry commissions etc., are generally very
comprehensive on the issuesinvolved. Similarly research theses/dissertations
usually prepared by students for Ph.D. degree are also elaborate and
methodical.



It is, thus, clear that the results of a research enquiry can be presented in a Report Writing
number of ways. They may be termed as a technical report, a popular report,
an article, or amonograph.

1) Technical Report: A technical report isused whenever afull written report
(ex: Ph.D. thesis) of the study isrequired either for evaluation or for record
keeping or for public dissemination. Themain emphasisin atechnical report is
on:

a) themethodology employed.
b) theobjectivesof thestudy.
c) theassumptionsmade/ hypothesesformulated inthe course of the studly.

d) how and fromwhat sourcesthe dataare collected and how havethe data
been analyzed.

e) thedetailed presentation of thefindingswith evidence, and their limitations.

2) Popular Report: A popular report isonewhich givesemphasison simplicity
and attractiveness. Itsaimisto makethe general public understand thefindings
andimplications. Generdly, itissmple. Simplicity issought to beachieved
through clear language and minimization of technical details. Attention of the
readersissought to be achieved through attractivelayout, liberal use of graphs,
charts, diagramsand pictures. In apopular report emphasisisgiven on practical
aspectsand policy implications.

3) Research Article: Sometimesthefindingsof aresearch study can be
published in theform of ashort paper called an article. Thisisoneform of
dissemination. Theresearch papersaregenerally prepared either to present in
seminarsand conferencesor to publishinresearch journals. Since one of the
objectives of doing researchisto make apositive contribution to knowledge, in
thefield, publication (publicity) of thework servesthe purpose.

4) Monograph: A monograph is atreatise or along essay on a single subject.
For the sake of convenience, reports may also be classified either on the
basis of approach or on the basis of the nature of presentation such as:

i) Journalistic Report

i) BusinessReport

i) Project Report

iv) Dissertation

V) Enquiry Report (Commission Report), and
vi) Thess

Reports prepared by journalists for publication in the mediamay be journalistic
reports. These reports have news and information value. A business report
may be defined as report for business communication from one departmental
head to another, one functional areato another, or even from top to bottom in
the organizational structure on any specific aspect of business activity. These
are observationa reports which facilitate business decisions.

A project report isthe report on a project undertaken by an individual or a
group of individuals relating to any functional area or any segment of a
functional area or any aspect of business, industry or society. A dissertation,

on the other hand, is a detailed discourse or report on the subject of study. g
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Dissertations are generally used as documents to be submitted for the
acquisition of higher research degrees from a university or an academic
institution. The thesisis an example in point.

Anenquiry report or acommission of enquiry report is a detailed report
prepared by a commission appointed for the specific purpose of conducting a
detailed study of any matter of dispute or of a subject requiring greater insight.
These reports facilitate action, since they contain expert opinions.

Salf Assessment Exercise A

1) What do you mean by areport?

19.5 STAGES IN PREPARATION OF A REPORT

Research reports are the product of slow and painstaking and accurate work.
Therefore, the preparation of the report may be viewed in the following major
stages.

1) Thelogical understanding and analysisof the subject matter.

2) Planning/designing thefinal outline of thereport.

3) Writeup/preparation of rough draft.

4) Polishing/findization of the Report.

Logical Understanding of the Subject Matter: It is the first stage which is
primarily concerned with the development of a subject. There are two ways to

develop asubject viz. a. logically and b. chronologically. The logical
development is done on the basis of mental connections and associations



between one aspect and another by means of logical analysis. Logical treatment Report Writing
often consists of developing material from the simple to the most complex.

Chronologica development is based on a connection or sequence in time or
happening of the events. The directions for doing something usually follow the
chronologica order.

Designing the Final Outline of the Report: It is the second stage in writing
the report. Having understood the subject matter, the next stage is structuring
the report and ordering the parts and sketching them. This stage can also be
called as planning and organization stage. |deas may pass through the author’s
mind. Unless he first makes his plan/sketch/design he will be unable to achieve
a harmonious succession and will not even know where to begin and how to
end. Better communication of research resultsis partly a matter of language
but mostly a matter of planning and organizing the report.

Preparation of the Rough Draft: The third stage is the write up/drafting of
the report. This is the most crucial stage to the researcher, as he/she now sits
to write down what he/she has done in his/her research study and what and
how he/she wants to communicate the same. Here the clarity in
communicating/reporting is influenced by some factors such as who the readers
are, how technical the problem is, the researcher’s hold over the facts and
techniques, the researcher’s command over language (his communication skills),
the data and compl eteness of his notes and documentation and the availability
of analyzed results. Depending on the above factors some authors may be able
to write the report with one or two drafts. Some people who have less
command over language, no clarity about the problem and subject matter may
take more time for drafting the report and have to prepare more drafts (first
draft, second draft, third draft, fourth draft etc.,)

Finalization of the Report: Thisisthe last stage, perhaps the most difficult
stage of al formal writing. It is easy to build the structure, but it takes more
time for polishing and giving finishing touches. Take for example the
construction of a house. Up to roofing (structure) stage the work is very quick
but by the time the building is ready, it takes up alot of time.

The rough draft (whether it is second draft or ‘n’ th draft ) has to be
rewritten, polished in terms of requirements. The careful revision of the rough
draft makes the difference between a mediocre and a good piece of writing.
While polishing and finalizing one should check the report for its weaknessesin
logical development of the subject and presentation cohesion. He/she should also
check the mechanics of writing — language, usage, grammar, spelling and
punctuation.

19.6 CHARACTERISTICS OF A GOOD REPORT

Research report is a channel of communicating the research findings to the
readers of the report. A good report is one which does this task efficiently and
effectively. As such it should have the following characteristics/qualities.

i)  Itmust beclear ininforming thewhat, why, who, whom, when, where and how
of theresearch study.

i) It should be neither too short nor too long. One should keep in mind thefact
that it should belong enough to cover the subject matter but short enough to
sustainthe reader’sinterest.

21
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Vi)

viii)

Xi)

i)

xiii)

It should bewritten in an objective style and simplelanguage, correctness,
precision and clarity should bethewatchwords of the scholar. Wordiness,
indirection and pompouslanguage are barriersto communication.

A good report must combineclear thinking, logical organization and sound
interpretation.

It should not bedull. It should be such asto sustain thereader’sinterest.

It must be accurate. Accuracy isone of the requirementsof areport. It should
befactua with objective presentation. Exaggerationsand superlatives should
beavoided.

Clarity isanother requirement of presentation. It isachieved by using familiar
wordsand unambiguous statements, explicitly defining new conceptsand
unusual terms.

Coherenceisan essential part of clarity. There should belogical flow of ideas
(i.e. continuity of thought), sequence of sentences. Each sentence must be so
linked with other sentences so asto movethe thoughts smoothly.

Readability isanimportant requirement of good communication. Evena
technical report should be easily understandable. Technicalitiesshould be
trandated into language understandabl e by thereaders.

A research report should be prepared according to the best composition
practices. Ensure readability through proper paragraphing, short sentences,
illustrations, exampl es, section headings, use of charts, graphsand diagrams.

Draw sound inferences/conclusionsfrom the statistical tables. But don’t repeat
thetablesintext (verbal) form.

Footnotereferences should bein proper form. Thebibliography should be
reasonably completeand in proper form.

Thereport must be attractive in appearance, neat and clean whether typed or
printed.

xiv) Thereport should befreefrom mistakesof al typesviz. language mistakes,

factual mistakes, spelling mistakes, calculation mistakesetc.,

The researcher should try to achieve these qualitiesin his report asfar as possible.

Self Assessment Exercise B

D

List thestagesinvolved inthe preparation of areport.



4) Enumeratethe characteristicsof agood report. Report Writing

19.7 STRUCTURE OF THE RESEARCH REPORT

Under this head, the format/outline/sketch of a comprehensive technical report
or research report is discussed below. A technical report has a number of
clearly defined sections. The headings of the sections and their order may differ
from one situation to another. The contents of a report can broadly be divided
into three parts as :

1) Thefront matter or prefactory items.
2) Thebody or text of thereport.

3) Theback matter or terminal items.

The following chart summarizes the broad sequence of the contents of a
research report.

STRUCTURE OF A RESEARCH REPORT

v v v

PREFACTORY ITEMS TEXT OR BODY TERMINAL ITEMS
1. Blank sheet Chapter 1: Introduction 1. Appendix, if any
2. Titlepage Chapter 2 to n: Presentation 2. Glossary, if any

. & Description of .
3. Approva shest (if any) Evidence 3. Bibliography
4. Researcher’s declaration 4. Index
5. Dedication (if any) Chapter n+1: Summary 5. Blank sheet
6. Preface and/or Condlusions af_‘d

Recommendations

acknowledgements
7. Table of contents
8. List of tables

9. List of graphs/charts/
figures

10. List of cases, if any
11. Abstract or high lights (optional)
Let us discuss these items one by one in detail.

23
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19.7.1 Prefactory Items

The various preliminaries to be included in the front pages of the report are
briefly narrated hereunder:

1) TitlePage: Thefirst pageof thereportisthetitle page. Thetitle page should
carry aconcise and adequately descriptivetitle of the research study, the name
of theauthor, the name of theinstitution to whomit issubmitted, the date of
presentation.

2) Approval Sheet: If acertificate of approval isrequired either fromthe
research supervisor or from theinstitution which provided theresearch facilities,
it must begiven.

3) Researcher’sDeclaration: Generally theresearcher hasto declare/certify
that it ishis/her bonafide and original work done by hinvher.

4) Dedication: If the author wantsto dedicate the work to whom soever he/she
likes, he/fshemay do so.

5) Prefaceor Acknowledgements: A prefaceincludesthe background and
reasonsfor the study. Thisisan appropriate place for him/her to make
acknowledgementsalso. But if the researcher has opted to discussthe
significance, reasons of the study el sewherein thereport he/she may not write
‘preface’ . But he/she may usethe pagefor only acknowledgements. In
acknowledgementsthe researcher acknowledgesthe assi stance and support
received from individualsand organi zationsin conducting theresearch. Itis
intended to express higher gratitudeto them.

6) Tableof Contents: A table of contents givesan outline of the contents of the
report. It containsalist of the chaptersand their titleswith page numbers. It
facilitates easy location of topicsinthereport. The chapter headings may be
typed with capital |etters.

7) List of Tables: Theresearcher must have collected |ot of dataand analyzed
the same and presented in theform of tables. Thesetablesmay belisted
chapter wise and thelist be presented with page numbersfor easy location and
reference.

8) List of Graphs/Charts/Figures: If thereare many graphsand chartsthey
should also belisted with page numbers, after thelist of tables separately.

9) List of CasedExhibits: If there are many cases/exhibitsthey should also be
listed.

10) Abstract: Anabstract isasynopsis. It should be asbrief aspossibleand run
about one or two pages. It is placed at the prefactory part of the report so that a
reader can get aquick over view of thereport. It containsabrief and precise
statement of the purpose and abare summary of thefindingsor the results of
the study.

19.7.2 TheText/Body of the Report
After the preliminary items, the body of the report is presented. It is the major

and main part of the report. It consists of the text and context chapters of the
study. Normally the body may be divided into 3 (three) parts.



i) Theintroduction
ii) Thedescriptionand discussion of evidenceand findings
i) Thesummary, conclusionsand recommendations

i) Introduction

Generally thisisthe first chapter in the body of the report. It is devoted
introducing the theoretical background of the problem and the methodology
adopted for attacking the problem.

It may consist of the following aspects:

— Significanceand justification of thetopic.

— Theoretical background of thetopic.

— Statement of the problem.

— Review of literature.

— Objectivesof the study.

— Hypothesesto betested.

— Definition of special terms, conceptsand unitsof study.

— Scope of the study —geographical scopei.e. arealplacesto be covered, content,
scopei.e., aspectsto beincluded/excluded.

— Period of study i.e., reference period.

— Sourcesof datai.e., primary or secondary or both.
— Methodsof datacollectioni.e., sampleor census.
— Samplingdesign.

— Datacollectioninstruments.

— FRedwork.

— Dataprocessing and analysisplan.

— Limitationsof thestudy, if any.

— Anover view of thereporti.e., chapter plan.

ii) Description and Discussion of Evidence

Thisis the mgjor and main part of the report. It is divided into several chapters
depending upon the number of objectives of the study, each being devoted to
presenting the results pertaining to some aspect. The chapters should be well
balanced, mutually related and arranged in logical sequence. The results should
be reported as accurately and completely as possible explaining as to their
bearing on the research questions and hypotheses.

Each chapter should be given an appropriate heading. Depending upon the need,
a chapter may also be divided into sections. The entire verbal presentation
should run in an independent stream and must be written according to best
composition rules. Each chapter should end with a summary and lead into the
next chapter with a smooth transition sentence.

While dealing with the subject matter of text the following aspects should be
taken care of. They are :

1) Headings

2) Quotations

Report Writing
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3) Foot notes
4) Exhibits

1) Headings. The following types of headings are commonly used.

— CENTREHEAD ( All capitals, without underlining)

— Centre Subhead (Capital and lower case, with underlining)

— SIDEHEAD (All capitalswithout underlining)

— Side Sub Head (Capital and lower caseletterswith underlining)

— Paragraph Head followed by acolon (Capital and lower case underline)

Which combinations of headings to use depends on the number of classifications
or divisonsthat a chapter has. The headings are illustrated below:

Centre Head. A Centre head is typed in al capital letters. If the title islong,
the inverted pyramid style (i.e., the second line shorter than the first, the third
line shorter than the second) is used. All caps headings are not underlined.
Underlining is unnecessary because capital |etters are enough to attract the
reader’s attention.

Example

CHALKING OUT A PROGRAMME FOR
IMPORT SUBSTITUTION AND
EXPORT PROMOTION

Centre Subhead. The first letter of the first and the last word and all nouns,
adjectives, verbs and adverbs in thetitle are capitalized. Articles, prepositions
and conjunctions are not capitalized.

Example

Chalking out a Programme for
Import Substitution and
Export Promotion

Side Heads. Words in the side head are either written in al capitals or
capitalized asin the centre sub head and underlined.
Example: Import Substitution and Export Promotion

Paragraph Head. Words in a paragraph head are capitalized as in the centre
sub head and underlined. At the end, a colon appears, and then the paragraph
starts.

Example: Import Substitution and Export Promotion: The Seventh Five-Year
Plan of India has attempted ......
2) Quotations

Quotation Marks: Double quotation marks (“ ") are used. A quotation within
aquotation is put in single quotation marks (* ). Example: He said, “To the
selfish, ‘freedom’ is synonymous with license”.

When to Use Quotation Marks: Quotation marks are used for

1) adirectly quoted passage or word.

2) aword or phraseto be emphasized, and

3) Titlesof articles, chapters, sections of abook, reports, and unpublished works.



How to Quote: a) All quotations should correspond exactly to the original in Report Writing
wording, spelling, and punctuation.

b) Quotationsup to threetypewritten linesareruninto thetext.
c) Direct quotationsover threetypewritten linesare set inindented paragraphs.
d) Quotation marks are not used for indented paragraphs.

Five ways of introducing a Quotation: These are given below.

a) Introduction: He/shesaid, “ The primary test of successinanegotiationisthe
presence of goodwill onboth sides’.

b) Interpolation: “Theprimary test of successinanegotiation”, he/shesaid, “is
the presence of goodwill onboth sides’.

¢) EndReference: “ Theprimary test of successin anegotiationisthe presence
of goodwill onbothsides’, he/shesaid.

d) Indented Paragraph: He/shesaid: For theworkersno rea advanceintheir
standard of living ispossible without steady increasein productivity because any
increasein wages generally, beyond certain narrow units, would otherwise be
nullified by arisein prices.

€) Runningintoa Sentence: He/sherecommended that “joint management
councilsbeset upinall establishmentsin the public aswell as private sector in
which conditionsfavourableto the success of the schemeexist”.

3) Foot Notes

Types of Footnotes: A foot note either indicates the source of the reference
or provides an explanation which is not important enough to include in the text.

In the traditional system, both kinds of footnotes are treated in the same form
and are included either at the bottom of the page or at the end of the chapter
or book.

In the modern system, explanatory footnotes are put at the bottom of the page
and are linked with the text with a footnote number. But source references are
incorporated within the text and are supplemented by a bibliographical note at
the end of the chapter or book.

Rationale of Footnotes. Footnotes help the readers to check the accuracy of
the interpretation of the source by going to the source if they want to. They
are also an acknowledgement of the author’s indebtedness to the sources. They
lend authority to the work and help the readers to distinguish between the
author’s own contribution and that of others.

Where to put the Footnote: Footnotes appear at the bottom of the page or
at the end of the chapter (before the appendices section).

Numbering of Footnotes. a) For any editorial comment on the chapter or
title, an asterisk is used.

b) Inthetext Arabic numeralsare used for footnoting. Each new chapter begins
with number 1.

¢) Thenumber istyped half aspace abovethelineor within parentheses. No
spaceisgiven between the number and theword. No punctuation mark isused
after the number.

27
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d) Thenumber isplaced at theend of asentence or, if necessary to clarify the
meaning, at theend of therelevant word or phrase. Commonly, the number
appearsafter thelast quotation mark. In an indented paragraph, the number
appearsat the end of the last sentencein the quotation.

4) Exhibits
Tables:

Reference and Interpretation: Before atable isintroduced, it is referred to
in the text (e.g., see Table 1.1; refer to Table 1.1; asin Table 1.1; Table 1.1
indicates). A table is meant only to expand, clarify, or give visua explanation
rather than stand by itself. The text should highlight the table’'s focus and
conclusions.

Identification: a) Each tableis given a number, title, and, if needed, a subtitle.
All identifications are centred.

b) Arabic numeras, instead of Roman numeralsor capital |etters, are
recommended for numbering thetables. Usually technical monographsand
books contain many tables. Asthe number increases, Roman numeral s become
unfamiliar to the reader. Roman numeral s al so occupy more spacethan Arabic
numerals. If thereare morethan 26 tables, capital letterswill not be sufficient to
identify them.

Tables can be numbered consecutively throughout the chapter as1.1, 1.2, 1.3,...
wherein thefirst number refersto the chapter and the second number to the
table.

b) Forthetitleand subtitle, all capital |etter are used.

c) Abbreviationsand symbolsarenot usedinthetitleor subtitle.

Checklist: Relevance, accuracy, and clarity are of utmost importance in tables.

When entering the table, check the following:

1) Havetheexplanation and referenceto thetable been giveninthetext?

2) Isitessentia to havethetablefor clarity and extrainformation?

3) Istherepresentation of the datacomprehensive and understandabl e?

4) |sthetable number correct?

5 Arethetitleand subtitle clear and concise?

6) Arethecolumnheadingsclearly classified?

7) Aretherow captionsclearly classified?

8) Arethedataaccurately entered and represented?

9) Arethetotalsand other computations correct?

10) Hasthe source been given?

11) Haveall theuncommon abbreviations been spelt out?

12) Haveall footnote entries been made?

13) If columnrulesareused, haveall rulesbeen properly drawn?

[llustrations: Illustrations cover charts, graphs, diagrams, and maps. Most of
the instructions given for tables hold good for illustrations.



Identification: lllustrations are identified as FIGURE, CHART, MAP or Report Writing
DIAGRAM. The identification marks (i.e. number, title, and, if any, sub title)

are put at the bottom, because an illustration, unlike atable, is studied from

bottom upwards.

19.7.3 Terminal Items

This section follows the text. First comes the appendices section, then the
bibliography and glossary. Each section is separated by a divider page on which
only the words APPENDICES, BIBLIOGRAPHY, or GLOSSARY all in capital
letters appear.

All reference section pages are numbered in Arabic numerals in continuation
with the page numbers of the text.

1) Appendices

What goes into an Appendix: a) Supplementary or secondary references are
put in the appendices section. But all primary reference material of immediate
importance to the reader is incorporated in the text. The appendices help the
author to authenticate the thesis and help the reader to check the data.

b) Thematerial thatisusually put inthe appendicesisindicated below:

1) Origind data
2) Longtables
3) Longquotations
4) Supportivelegd decisions, lawsand documents
5 llusrativemateria
6) Extensivecomputations
7) Questionnairesand letters
8) Schedulesor formsusedin collecting data
9) Casestudies/ histories
10) Transcriptsof interviews
Numbering of Appendices: The appendices can be serialized with capital

letters (Appendix A, Appendix B) to differentiate from the chapter or table
numbers.

References to Appendices. a) In the text, the reader’s attention is drawn to
the appendices as in the case of tables.

b) All appendices are listed in the table of contents.
2) Bibliographies

Positioning of the Bibliography: The bibliography comes after the appendices
section and is separated from it by a division sheet written BIBLIOGRAPHY.
It islisted asamajor section in al capital letters in the table of contents.

A bibliography contains the source of every reference cited in the footnote and

any other relevant works that the author has consulted. It gives the reader an

idea of the literature available on the subject that has influenced or aided the

author. 29
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Bibliographical Information: The following information must be given for
each bibliographica reference.

Books Magazines and Newspapers
1) Author(s) 1) Author(9)
2) Title (underlined) 2) Title of the article (Within quotation marks)

3) Place of publication 3) Title of the magazine (underlined)

4) Publisher 4) Volume number (Roman numerals)

5) Date of publication 5) Seria number (Arabic numerals)
6) Date of issue

3) Glossary

What isa Glossary: A glossary is ashort dictionary giving definitions and
examples of terms and phrases which are technical, used in a special
connotation by the author, unfamiliar to the reader, or foreign to the language in
which the book iswritten. It islisted as a major section in capital lettersin the
table of contents.

Positioning of a Glossary: The glossary appears after the bibliography. It may
also appear in the introductory pages of a book after the lists of tables and
illugtrations.

Order of Listing: Items are listed in alphabetical order.
Example:
Centre Heading is listed under C and not under H.

4) Index

Index may be either subject index or author index. Author index consists of
important names of persons discussed in the report, arranged in a phabetical
order. Subject index includes a detailed reference to al important matters
discussed in the report such as places, events, definitions, concepts etc., and
presented in aphabetical order. Index isnot generally included in graduate /
post graduate students research reports. However, if the report is prepared for
publication or intended as awork of reference, an index is desirable.

Salf Assessment Exericse C

Fill in the blanks with appropriate word (s).

1) A report has only one function to perform. It must

2) Broadly speaking reporting isof two typesa) reporting

b) reporting.
3) Atreatiseonasinglesubjectiscaleda

4) Thecontentsof areport can broadly be classified into parts.
5 An abstract isa
6) AnIndex may beeither index or index.

7 A contains the sources of references cited and other
relevant works consulted.

8) Thelist of special termsand phrasesused isgivenintheforma



19.8 CHECK LIST FOR THE REPORT Report Writing

When the final drafting of the report is completed and the author is satisfied
about the draft, format and all other relevant aspects and ready for going to
final typing or printing, it is always better to check various things to satisfy
yourself that every thing is satisfactory. Here we are providing alist of
guestions for which a positive answer is expected.

Check List of Question

i) Isthe‘title’ of thereport accurately describing the content?

ii) Isthescopeof thestudy limited?

ii)  Istheresearch problem properly defined or specified?

iv)  Aretheobjectivesof the study conceived well? Have they been achieved?

V)  Arehypothesesmadeexplicit?

vi) Hasthe plan of research been presented in detail ?

vii)  Were appropriate methods and techniques chosen to test the hypotheses?

viii) Whether al the pertinent data has been collected?

iX) Havethedatabeen classifiedlogicaly and analyzedintelligently?

X)  Isthepresentation of argumentsclear and logical?

xi)  Hasan objective and open-minded attitude been maintained through out the
study?

xii) Havethelimitationsof data, methods, results been spelt out?

xiii) Arethe previousworkson this problem reviewed inthereport?

xiv) Isthechapterization logical ?\Weretherules of composition properly followed?

xv) Aretheformsof presentation— textual, tabular, graphic, properly used?

xvi) Doesthesummary really summarize?

xvii) Are the quotations and other references relevant?

xviii) Is the bibliography complete and correct?

xix) Are you able to convey what you mean?

xx) Can't the report be further improved? No. That means, it is the best.

Finally, it should be remembered that report writing is an art which is learnt by
practice and experience, rather than by mere doctrination. The researcher,
therefore, should go through some of the research reports submitted/published in
hisfield and familiarize himself/herself with the basics of report writing.

Typing Instructions: For typing areport, the following points should be kept in
mind.

Paper: Quarter - size (A4 size) white thick, unruled paper is used.

Typing: Typing is done on only one side of the paper in double space.

Margins. Left side 1.5 inches, right side 0.5 inch, top and bottom 1.0 inch. But
on the first page of every major division, for example, at the beginning of a
chapter give 3 inches space at the top.
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199 LET US SUM UP

Thefinal stage of research investigation is reporting. The research results,
findings and conclusions drawn etc., have to be communicated. This can be
donein two waysi.e. oraly or in writing. Written reports are more popular and
authentic even though oral reporting also has its place. Based on requirement
reports can be of two types viz., Technical reports and popular reports.

Report writing has to pass through a number of stages such as understanding
the subject matter and itslogical analysis, preparation of the final out line/
sketch, preparation of the rough drafts and polishing and finalization. A report
should have certain qualities such as accuracy, coherence, clarity conciseness,
and readability. It must be prepared according to best composition rules.

The total structure of areport can be divided into three main parts.

a) Thepreliminary part
b) TheText or body part and
c) TheTerminal part.

The preliminary part consists of title page, certification, preface,
acknowledgements, table of contents, list of tables, charts, figures etc., The Text
part is the main body of the report which consists of the various chapters of
the subject matter. The last part consists of Appendices, bibliography, glossary
and Index. Having prepared the report it must be thoroughly checked to satisfy
that every thing is satisfactory. Then only it should be given for final typing.

19.10 KEY WORDS

Abstract : An abstract is a short summary of the report.

Article: A short paper prepared for publication in ajournal/for presentation in
a seminar/conference.

Bibliography : It isthelist of all published and unpublished references used in
the report arranged in alphabetical order.

Dissertation : A formal and lengthy discourse.

Foot note : It is an explanatory note/material source, given at the bottom of
the page.

Glossary : A list of words.

Lay out : Sketch, design, structure.

Monograph : A treatise on a single subject.

Report : A report is an account of the research study.
Reporting : Reporting means communicating through report.

Thesis: A formal and lengthy research paper presented as part of the
requirements for a degree.



19.11 ANSWERSTO SELF ASSESSMENT Report Writing

EXERCISES

Salf Assessment ExerciseC

1) Inform 2) Oral, Written 3) Monograph
4) Three 5) Synopsis 6) Subject, author
7) Bibliography 8) Glossary

19.12 TERMINAL QUESTIONS

A) Short Questions

1
2)
3
4)
5
6)
7
9)
9
10)
B)
1

2)
3
4)

5
6)

7

9)
9

10)

Defineresearch report and explainits purpose.

Distinguish between ora reporting and written reporting.

Differentiate between atechnical report and apopular report.

Distinguish between an article and amonograph.

What isabibliography?What isits purpose?

Why are quotations used in aresearch report?

Distingui sh between bibliography and footnotes.

What aretheitemsthat can beincludedin Appendix?

What isan abstract?

What is meant by glossary?

Essay Type Questions

What is reporting? What are the different stages in the preparation of a
report?

What is a report? What are the characteristics/qualities of a good report?
Briefly describe the structure of a report.

What are the various aspects that have to be checked before going to final
typing?

What are the points to be kept in mind in revising the draft report?

Give a brief note on the prefatory items.

What are the various items that will find a place in the text / body of the
report?
Describe briefly how a research report should be presented.

Describe the considerations and steps involved in planning a report writing
work.

Write short notes on:

a) Characteristics of agood report.
b) Research article

c) Sources of data

d) Chapter plan

Note: Thesequestiongexerciseswill help you to understand the unit better.
Try to writeanswersfor them. But do not submit your answersto the
university for assessment. Thesearefor your practiceonly.
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19.13 FURTHER READING

The following text books may be used for more indepth study on the topics
dealt with in this unit.

1) V.P.Michael, Research Methodology in Management, Himal aya Publishing
House, Bombay.

2) O.R. Krishna Swamy, Methodology of Research in Social Sciences,
HimalayaPublishing House, Mumbai.

3) C.R. Kothari, Research Methodology, Wiley Eastern, New Delhi

4) Berenson, Conrad and Raymond Cotton, Research and Report Writing for
Business and Economics, Random House, New York.



