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REPORTING RESULTS OF |
RESEARCH



LEARNING OUTCOMES

View the writing of the final project report as an exciting prospect;

Write in such a way that you can reflect on all you have learned while conducting
the research;

Write a final project report that presents an authoritative account of your
research;

Adopt an appropriate format, structure and style for the final project report;
Differentiate between a project report and a consultancy report;
Ensure that your report meets the necessary assessment criteriqg;

Plan and design an oral presentation of your report.

M. Saunders
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INTRODUCTION




TYPES OF RESEARCH REPORTS




' SHORT REPOTS

Run into 4-5 pages

Prepared for those researches, which have a well-defined problem

Limited scope

Employ a clear cut methodology

S. Sreejesh et al., Business Research Methods



LONG REPORTS

More detailed than short

reports

Types of long reports included:
* Technical reports (base

report)
* Technical report

In order to reach all of our
diverse audiences, the final
report is now 1/,000 pages.

You can pick it up here. hand-
trucks arc available at the
hack of the raom.

freshspectrum.com

S. Sreejesh et al., Business Research Methods



THE TECHNICAL REPORTS

The report should include the following:
a descriptive title
author name and information
Date
List of keywords

Informative abstract

A full presentation and analysis of significant data
Body

Acknowledgments

List of references and appendices

S. Sreejesh et al., Business Research Methods



' THE MANAGEMENT REPORT

It is for the nontechnical client

Short and direct statements

Underlining relevant parts for better emphasis

Pictures and graphs accompanying tables

Graphics and animations accompanying the presentation of the
report

S. Sreejesh et al., Business Research Methods



LONG REPORTS VS. SHORT
REPORTS

Long reports

offer a scope and an in-depth view of a problem or
idea

require lots of research and are much more extensive
include both primary and secondary research

require a longer timetable

Short reports

* can be written without much advance notice

* identify one problem or idea

* it is appropriate to write it in a letter or memo format

“T'his Internet is great for research. | think
my report on California breaks a Cuinness
World Record. 174.513 separate sources!'”

businesscommunicationinthe2 1stcentury.wordpress.com



TYPES OF BUSINESS REPORTS




' INFORMATIONAL REPORTS

: . Present . . Improve
Business compliance Situational .
polices or

processes

management information reports

study.com



ANALYTICAL REPORTS

SWOT
analysis

Y 9

Feasibility . Justification
reports reports




RESEARCH REPORTS

Includes
Information
The writer’s examination of
the information

The suitable action or actions
the writer adyvises




' RESEARCH REPORT COMPONENTS

Title page

Executive summary
The purpose of the report

*The scope of the report
*The important results and findings

Table of contents

Body of report

Conclusion

References

Appendix



TITLE PAGE

Includes:
- The title of the report

. The date
For whom and by whom

it was prepared

Charti 0)
Newwngters

Convening Report

Financing Sustainable
Water Infrastructure



EXECUTIVE SUMMARY

Subject matter

Background problem

Range of investigation

Range of investigation

Methods of analysis

Findings or issues

Sample research report

Executive Summary [Summary or Abstract)

The alm of tr s report was 1o Investigate JniLab staff =:titudes o perscnal mobil2
Fhene use in saff 24¢ team meetngs. A staff survey on athitudes towarcs the use of
mehile nhanes= in the staf ) team mastngs was manducted. The resil indicoe thar
tre majenty of statt hind mooile phone use & r2jor issJe in stat* meetings. The repet
eoncl arde=: that perannad mokile panars ane disnoater and should ke harned off
meern3s. Itis recommerdad that UniLlat develcas a compary policy daaning the ys2
<f mobile phones excapt ir excepticnal © cumnsiances,

Introduction

There has been a rizssive ingease in Lhe use of Jesnal mabie phones cuer the sast
five pears and theee is every indicaticn that this will cantinar. Aceneding o Rlack
(2002) by 2005 almost 1C0% of working people in Auera lia will carry parsonal modile
pheoes, Bhack descibes this plenamenon a5 'seqious inthe 2xrene, potent zlly
uncarminena the founcatians of comerur cAtar in our society’ (A2, p 16G#), Curesrdy
al Unilaly 89% of <Lz'T have p2rsanal nwbile phooes,

Recently a murner of stal” have conmplamed 22ouk tha uss of personal mobile phones
in me2ings and asked what the official company £o oV is. At presers thers i€ no
cMicial company policy regardirg phome use. This report examines the issue of Mobile
pheoe usage in sl mestings and snall team meetinge. Tt does not seek 10 exanine
tre yse of mobi @ phanes in the wordalace atothartimes, 2 though sama ccncerns
were aised,

For the purposes of this raport 2 personal modile phone is a perzanally funded phere
for privete calls as cpposad ta an empicy e~ funced shone that directly ~elates to
@Iy 13 out 2 part cular job.

Methods

This researst was concuctec oy questionraire and investigatec UniLab staff memters’
attitudes tc the use of mobilz phones in staf®/ eam mesatings, A wotal of 422
questicrra “es were distr sued with emoloysss’ “otn gMtly pay slips (sse Aopendix 1).
The auestionnaire wasd Lekert scales to assess social 2ttitudes e S ta 2002) to
mctile ahoane wsage and provided open enc2d responses tor ddibonal comments
Suovey wolleclion buxes ware kcated nevery brand) foe 2 Tour acek privd, No
perzarz . aformation was sallectec; th= survey was ealuntary and anonymao s
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INTRODUCTION

Describe the problem statement and situate the problem in its wider context. If appropriate, the introduction defines key concepts and
explains new concepts.

Frame your research within the existing literature and refer to previous work. Present a comprehensive yet brief literature review and cite
the sources you have used both in the text and in a reference list.

Provide a brief overview of your methodology or the procedures followed.

Finally, indicate the outline of the report with explicit reference to the different chapters and/or sections.




Methods
Sampling Design
Research Design
Data Collection
Data Analysis
Limitations

Findings

Discussion




' CONCLUSIONS

Relate back to the findings in the body of the report

Include a clear summary of the main points

Outline the findings of the research

Recommendations




" APPENDICES

Complex tables
Statistical tests
Supporting documents
Copies of forms and questionnaires
Detailed descriptions of the methodology

Instructions to field workers

Other evidence important for later support



THE WRITING PROCESS




PREWRITING

Build On
Your
ldea

Plan and
Structure




DRAFTING

Ideas are formed in detail

The writing is clarified and diagrams and
such are added in

Needs to be good enough to be "almost"
ready

wikihow.com



REVISING

You should try to take some time away from your paper.

Print out your paper.

You could even change the format of your paper!

Work somewhere without distractions

study.com



EDITING

Finding and correcting errors

It is important to slow down and take your time with this step

Improve style and clarity.




PUBLISHING

Innovaton intie putEdiay

Last step Sharing all -
of writing data 8 &




PRESENTATION OF THE RESEARCH
REPORT

Reports should be typed or printed using an ink-jet, laser, or color printer
The report should have a uniform font

The findings of the research study should be placed under appropriate headings and sub-
headings

Leave ample space between the lines and on all sides for better reading
Overcrowding creates problems and is stressful for the eyes

Split larger text paragraphs into smaller paragraphs

Use bullet points to list specific points

Ensure that appropriate labels are assigned to every table, figure and graph that appears
in the report

S. Sreejesh et al., Business Research Methods



VISUAL AIDS

Tables
Charts
Bar and
Charts
Graphs
Pie Line

Charts Graphs



THANKS FOR YOUR
ATTENTION



