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 Reports:
« What type of reports are you writing?
« What do you want to know about reports?
» Difference - essays and reports?

Discussion
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Which one Is areport?

e Text A

Text B

0 1. Introduction:

Thi mport will inestigate the adamages of workirg amd liing in 2EtalE. & most
msident in the country would agree, 2Etmla offers a ver hghstandand of [ving, thet &
often enied amund the world. The followirg = port will describe thes key factors which
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I 2. The Climate.

cistala & amoE for s topical and subtopial climae, which allovs its peopk a
comforabl outdoos onenaed exbence. shough weather patems var fomsae w©
state Emith 2008), com@med with Morth 2nenca or Eumpean weather anl sezsors
custmlan weather B paticubrk mikl. This allevs swstrlan eskents to enjoy outdoor

activites, sportand BoEationslese nts moms so thanothe rookle r nations.

ﬂ 2.1 Rainfall Fatterns.

Statetis show thetavemge mirfall pattems in 2stalm are sgnifi@ntk lower than North

Amena and Euops (minfallcoma, which furtherallovs & talars toenjpoy anoutdoors

exktenc: whih & not possibe inmamny otler atiors |
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Compare and Canttrast Life in Sustralia - ith that in our ovn country.

In com paringand contrasting e bet.asntustrala and Britain. man: simibrities and d fferences cn

be obsarad. Hovmoarn in recent ears it coukd be said that imikariti k i et ared

favar Therefors to support this chim. an amlsis of the countries” eat her. multicultual factors ad

Brgoge il pared and intht
In discussing the vusather pattens in both countries. marg differncss can be foud. 2kthough both
countrias do have distinct sasons it mest areas. the waather i nudh harshar and colder in Britain

than in ~ustralae =

rage datime wvimer tem pratures in Britain meel rios above O Smith 200t

183 hev ~ustrala

=i thase tem peratures coukl be considersd somehat unsual

A further d i b= ] inthe W rature of both courtries” popubstions. In Britain

which | g d from I Pakistan ard the

there are many migants and

Aftican continent. In cantrast hovever Austrlia les @ brge middle sastem migam popultion

which along with Kalan Gresh Vietramess ad Chivess migramts have dramatically influsncsd

Austrlan culture. food and vay of life

The olyisussimibrit; bet.een each country & the e of the commaon Bngags of English Hovever,
this abo shows distingt differeices in that it & rebtiel =as, for 3 Britth Engleh spaaber to
urderstand an £uetralian Englieh speaber. On the ather band. it may be said that due to the hundads
of local diakects and accents that <kt in Britain (Bovwen ooz 328k it may be 2t tines be e tremal
difficutt for Australans 4o understand some Briteh speabars. for aample a Lberpudian or a
GeordrScouss spaaber from the lecastle mgion Thamfore, this can be 2men 2= 3 ke differancs

betooman thase too0 countries.

In summarking akhough some simibrities =<5t bet.sn thass tuo countries in rebtion 1o their
comman Bnguags and ancestry, ther abo appears 1 be mumerous diffarnces betva=n them aba
The wweathar. athnic groups and backgiounds phs the
different. Thus it can be stated that both countries. although often thougt to be strikingl: smibr.
are infact marked | diffrant

¢ of Ik in =ach courntry are particubrl:
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» To convince the reader that your viewpoint
about an idea is valid and supported by
relevant research

* To present information in a logical way about a
problem or siuation you have investigated. In
the workplace, this aids decision making.

Purpose —essay or
report?
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 To convince the reader that your viewpoint about
an idea is valid and supported by relevant research
ESSAY

e To present information in a logical way about a
problem or siuation you have investigated (and
perhaps also analyse and evaluate the information
or identify problems and recommend solutions).

REPORT

Purpose —essay or
report?
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 Professional readers ‘the client/ manager/
colleagues’

e Academic readers ‘the lecturer’

Audience —essay or
report?
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 Professional readers ‘the client /manager
/colleagues’

REPORTS - does assignment specify who it is for?

e Academic readers ‘the lecturer’
ESSAYS

Audience —essay or
report?
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Both require

formal style
e introduction, body and conclusion
e analytical thinking

o application of relevant theoretical
concepts

e correct referencing
o careful proofreading and neat presentation

Reports and essays —what's
similar?
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Document a process of enquiry
Accessible and explanatory style
Can be scanned

sHu%V-ﬁeng irt])gesred headings and

Dot points may be acceptable
Have short concise paragraphs
Use graphics

May include executive summaries
May include recommendations
May include appendices

Can be produced by group

Explore an idea or thesis
Complex and argumentative style
Must be read carefully

Do not have headings and sub-
headings

Dot points are not acceptable
Ideas linked in cohesive paragraphs
Do not use graphics

Do not have executive summaries
Do not include recommendations
Do not include appendices

Cannot be produced by group

Reports and essays —what's the

difference?
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REPORTS e

« Document a process of enquiry  Explore anidea or thesis

. -fitt?,n for professional readers (‘the  « \written for academic readers (‘the
client’) lecturer’)

» Accessible and explanatory style
« Can be scanned
. Flave.numbered headings and sub-

Complex and argumentative style
Must be read carefully

eadings « Do not have headings and sub-
« Dot points may be acceptable headings
- Have short concise paragraphs * Dot points are not acceptable
* Use graphics » Ideas linked in cohesive paragraphs

* |nclude executive summaries

_ : Do not use graphics
 May include recommendations D th " .
. May include appendices O not have executive summaries

. Can be produced by group « Do notinclude recommendations
Do not include appendices
« Cannot be produced by group

Reports and essays —what'’s the difference?
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e Essays — gquestion

 Question 1: Classical management theory
conceptualises communication as a
downward, one-way transfer of information
from management to staff. What in your view
makes for good leadership communication in
organisations?

Sample of an essay
question
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o See HELPS samples

Sample of areport
question
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« Set of instructions provided by client or employer
(lecturer). (sample)

 |nstructions raise questions/problems
 Report should attempt to answer or solve them.

 Each field of study may have a preferred model.
 If instructions are vague or ambiguous

Clarify with your lecturer.

Reports - starting point
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The Structure of an Essay

Introduction
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Title page

Table of contents

List of abbreviations/glossary (if necessary)
Executive summary/abstract (sometimes before ToC)
Introduction

Body sections

Conclusion

Recommendations

Reference list

Appendices (if necessary)

In general the report includes ..

UTS:HELPS
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 Report title
e Person for whom the report prepared

 Person(s) who prepared the report - (name &
student #)

 Date of report/submission date

e Look at the sample

Title page

UTS:HELPS
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Note: A Table Of Contents may only be required in long
reports

A list of the main sections and subsections of the
report

e *Executive summary not numbered

Table of contents
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|. Executive Summary

ll. PRELIMINARY COSTS
1.1 Staff costs
1.1.1 Recruitment costs
1.1.2 Training costs
1.2 EQuipment
. SECONDARY COSTS

References
Table 1

Numeric style

10

44
22

© 01 WPk
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TABLE of CONTENTS
Executive Summary i

1. Introduction
2. Sub-heading
2.1 Sub-subheading
2.2 Sub-subheading
3. Sub-heading
3.1 Sub-subheading
4. Conclusion
References

O© 0 OO B~DNDNPF

S

Numeric Style
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Note: Thisis ONLY required in long reports

The executive summary summarises:
 The introduction (context and purpose of report)

Methods

Major findings

Conclusions

Main recommendations

Executive
summary/Abstract

UTS:HELPS
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« How long should the executive summary be?
« One page for every 5,000 words
« When should you write it?

o After you finish writing your report

Executive Summary
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Introduction

The aim of this paper is to give ...
This paper reports on ...

The primary focus of this paper s ...
This report provides ...

This study aims to ...

Introduction
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 Divided into sections and sub-sections.

« Depending on the type of report will include
« What you found out from your investigation
 What those findings mean

* How your findings relate to the question you were
iInvestigating

Body

UTS:HELPS
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I PRELIMINARY COSTS
A. Staff Costs

1% Recruitment costs
a) Management recruitment
b) Clerical recruitment

2 Training costs

3 Salaries

B. Equipment
1 Costing
2 Budgeting
I SECONDARY COSTS

A.

Headings —Numerals and
letters
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1.0 PRELIMINARY COSTS
g g Staff costs
1.1.1 Recruitment costs
1.1.1.1 Management recruitment
1.1.1.2 Clerical recruitment
Training costs
Salaries

PP
W N

Costing

i
1.
12 Equipment
124
1.2.2 Budgeting

2.0 SECONDARY COSTS
23 andsoon......

Headings — Numbers
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2Use noun phrases for your sub-headings

e.g. Competitive advantages of Company X

NOT: What are the competitive advantages of company X?

NOT:. Company X has many advantages

Sub-headings as noun
phrases

UTS:HELPS
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Which is the odd one out?
e Decrease Iin costs
 Increase in passenger numbers

 Increasing destinations

How can these sub-headings be made parallel?

Parallel form in sub-
headings

UTS:HELPS
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e provide suggestions for future action

o are realistic in regard to the possibility of
Implementation

e are logically derived from the body of the report
 must be relevant and connected to your findings

e are written in parallel form

Recommendations
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Recommendatc?n 7.3 Withi context of countgup rammr 91 the
strallan ali ram ve r‘orrorrt to e ]p
|n rastructure rLd ural eve mentinr nition o the crrtrcal
orta se sectors of poverty re u tion through
taina evelopment.

Recommen atron 40n oing sector Ievaluatrons of Au%AIDs
3Ctrvrtress ould erta ena}1 the results “ﬁ ho g
etermin ctora L?o %es and the activities within t P” rity
ctors w IC have rghest rates of return in terms o
evelopment Impact.

Recomme tation 7.5 AusAID sho eIo a new health policy
|vrn ea[r prrlprrt mar trcu rY
ab N ec [e) |sea es an nt a mater al mortality —
Eo Eo r mana emen ussions F}houl

C
e gt e Natro aI rgrca? esear
OunCI a ot er relev |es WI 5 a Vi ew to |vrn igher

rorit researc evant to developin rres
gspegaﬁy N t e Asia-Paci |c region. b g

(from Com ||tteée of Review, 1997, One Clear Objection: Poverty Reduction through
sustaina evelopment, AusAID, Canberrai

Recommendations Ex.1
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Recommendation 9

e That universities co-0 te In the establishment of twinpnin
projects anc} mixed education Iin spec?l ngClpP 2

These |n|t|at|v?s rfe(amwe a Ie%der iIn each sector. IProeect spetc):lﬂc
co sor |a could form aroun ét,c gr ro osa would

?/ hat oPe un|Vﬁr5|tx ? ea or an one Initiate. These
Conso tlfa uential in determining t e destination for
AUSAID-fun students.

Recommendatlon 10

 That the Open Learnln ency mvesUgﬂte the pqgtential for the
ex ort f ed ucat on a alnln via satel |tes or other new
technologies s as video conferencing and computer aided
Instruction pac ages to Vietham.

Recommendation 11

 That the AVCC establish cfl code of ethics for Australian unlversmes
o) eerrsaetlaosnst%v er?]%as In addition to the existing code relating to

from Fahey, S., 1996, Australian University Activity in Vietham, AGPS,
( Can% rr)é) Y Y

Recommendations Ex.2
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Recommendation No. 1

The ANAO recommends that AusAID enhance the management of any

further reforms to the ADS scheme by:

« preparing adequate costings of proposed changes to support the
business case for change and provide a basis for monitoring and
assessing the achievement of financial benefits; and

« developing and monitoring implementation plans and timetables for
key reform components to enable effective project management
and provide greater assurance that outcomes are achieved in a
timely and cost-effective manner.

Recommendation No. 2

The ANAO recommends that AusAID improve strategic management of

ADS assistance by:

* refining the guiding principles of scholarship assistance to reflect its
contribution to country aid and Australia’s goal for education and
training assistance;

- developing operational strategies in support of achieving improved
key scheme outputs and outcomes and reducing scheme costs;
and

e conducting a structured risk management analysis for ADS to better
identify, assess and manage scheme risks.

Recommendationstx3




Material that sulpports the text but is too detailed or
too large to include in report, e.g. long complex
table of figures.

Lecturers may specify what should be included in
Appendix — if not sure...ask!

Don’t use appendix to show a lot of information that
hasfbleen collected. It should be relevant and
useful.

Appendices should be numbered and referred to Iin
the text.

Appendices

UTS:HELPS
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e This study involved a survey of the Chamber of
Manufacturers. A copy of the questionnaire
used in the survey is included in Appendix 1.

Refer to appendix In text -
example
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Table 2: Accommodation by Purpose: Trips with main destination in NSW 1982-

1983
Accommodation Type Pleasure/Holiday Visiting Friends & All Purposes
Relatives
% % %

Hotel/motel/guest house 21.6 4.7 231
Rented house, flat el 1.8 4.3
Own holiday house 9.3 35 6.3
Friends’/relations house 29.6 84.2 47.1
Caravan/camping ground 19.9 2.7 10.4
Other 11.6 2.6 7.8
Not stated 0.9 0.7 0.7
Total 100 100 100

Source: NSW Department of Leisure, Sport and Tourism

Tables
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Figures

Fig. 1 AusAlD sponsored students 1987-2000
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« Mind map is useful: plan major sections, then
decide on sub-sections.

e Reader needs to see at a glance how your material
IS organised.

« Headings and sub-headings do the same job as
topic sentences in paragraphs in essays.

Allocate a certain number of words to each
section.

How to plan for reports?
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e Plan
* In group, discuss overall structure
 Write outline
* |n group, write list of contents
* In group, agree on word/page limit for each section
 Allocate tasks for individual members —
 for each section
o Writer
« Reviewers
e Overall
e Editor
 Proof reader
e Publisher

Writing the Group Report
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Weekly workshops

Drop-in consultations

Writing clinics

Conversations@UTS

Intensive academic English programs
Self-help learning resources

HELPS
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