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Long Reports

Style Guide for the development of long reports

	Use a long report format if the report is more than five (5) pages in length.  
	Clarify the format required with the person who asked for the report. 

Adjust the format (details shown below) according to this person’s needs and the type of report.

Title page
Show the following on the title page:
	name of report
	receiver’s name and title 

writer’s name and title 
date. 
(Use the sample title page on page 4 as a template.)

Letter of transmittal
The letter of transmittal is a covering letter. 
Address it to the person who requested the report and state the following:
	who wrote the report 

purpose and scope of the report 
people who contributed to the report. 
	Attach the letter to the front cover of the report.

Table of contents
Number the table of contents as Page i.

Include the following:
	all headings and major subheadings

appendices and attachments
page numbers.


Executive summary
The executive summary is a brief outline (no more than one or two pages) of the major points of the report (purpose, scope, findings, analysis and conclusions/ recommendations).  
Include an executive summary if the report is long. 

Introduction
The introduction provides background information to the report and includes: 
	who authorised the report

what the report is about
why it is being prepared
research methods
limitations (if relevant) 
scope of the report. 

Body
·	Break the body into sections with headings which report the findings of the research undertaken. These could include:
	findings
	analysis of findings.

	If the information is lengthy, use subheadings for the findings and analysis of findings.


Conclusion
The conclusion summarises and evaluates the findings.  
	Do not introduce any new information in this section.

Recommendations (if required)
	The recommendations show the actions which could be taken to rectify or improve a situation.

Place the recommendations at the end of the report.

Author information
Include the date and author’s name, job title and signature at the end of the report after the recommendations.


Bibliography
·	The bibliography shows the sources of information consulted. 
For example, for a book: 
McLaren, Margaret and Locker, Kitty O, 1995, Business and Administrative Communication, Times Mirror International Publishers, Artarmon.
For a magazine or newspaper:
Hold, Gabriella, 2004, ‘Internet Frenzy Likened to Past Railroad Book’, The Courier Mail, 23 February, p. 33.

Appendices
Include in the appendices any supporting material and copies of questionnaires used to compile the report and brochures.  
	If attaching more than one type of material, break it into segments and label each segment as Appendix A/B/C etc.

Additional notes
·	Use referencing when quoting directly from a source or making a statement that is supported by the findings of another writer’s work. Acknowledge the other person as follows:
A skills audit is a structured analysis of the range of skills required for the project and the skills available in the group. (QUT 2005, p7)
	If summarising the information contained in a publication, acknowledge the author as follows:

A telephone survey is limited because it reaches only those with telephones whereas a mail survey reaches anyone who has an address. However, mail surveys are also limited in that not everybody reads and writes well (McLaren and Locker 1995).
·	The footer should include the name of the report, the file name, the date and the page number as follows:

(Name of report)	(Date of report)
(File name)	Page (No.)

·	Use graphs, graphics and diagrams if they will help the reader understand the report. Each should be numbered eg Fig. 1:  Housing Figures for August 2005. 
·	Use an outline numbering system to help the reader understand complex material. Consult with the person who asked for the report to clarify if a numbering system is required.
The following is an example of a decimal numbering system:
1	INTRODUCTION
	1.1	Authorisation
	1.2	Purpose
	1.3	Research methods
	1.4	Scope
	If the report is to be bound, allow an additional 1 cm for the binding margin.
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(Insert name of report)
(Insert dates relevant to period covered by report)




Prepared for 
(Insert title of receiver)









Prepared by
(Insert name and title of writer)

(Insert date)










