@ HOW TO WRITE A REPORT

WHAT IS A REPORT?

A report is written for a clear purpose and particular audience.
Specific information and evidence is presented, analysed, and
applied to a particular question or problem. The information is
clearly presented in a structured format making use of sections
and headings, so the information is easy to locate and follow.

PARTS OF A REPORT

A basic report should contain the following:

e Title page

e Contents page (this is only necessary if your report is very long)
e Introduction

e Body - using headings

e Conclusion

e Bibliography

TITLE PAGE [
The first page of your report should be the \ :
title page. It needs to include:

e The subject of the report Subject __———» FOODPRODUCTION & THE

e The author of the report AVOCADO INDUSTRY IN AUSTRALIA

e The date of submission
You can put the information anywhere on the
Author

page. \
The design is optional, but this design comes Ainsley Bakitch

from the freepik website. Date of submission ——— 3 ssyaren 202
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@ HOW TO WRITE A REPORT

The rest of the report should look like this.

Introduction

Make sure you include
information, graphs and
statistics.

Body
Heading: Problems of food
production in Australia.

Make sure you include graphs
and statistics in this section too.

You can also use bullet points in
your paragraphs.

Body
Heading: Sustainable solutions
to food production.

Make sure you include graphs
and statistics in this section too.

You can also use bullet points in
your paragraphs

Conclusion

Make sure you summarise your
findings and include the benefits
of finding sustainable food
production solutions.

Bibliography

Use Citefast to help produce
your bibliography or speak to
one of the Teacher Librarians.
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