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Report Writing
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Before you Start

u Purpose of the Report
u There are a few different types of reports, 

depending on the purpose and to whom you 
present your report.
u Research Paper
u Progress Report
u Thesis
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General Outline

u Title Page (Required or not)

u Summary – highlights of the main report

u Table of Contents – index page

u Introduction – origin, essentials of the main subject

u Body – main report

u Conclusion – inferences, measures taken, projections

u Reference – sources of information

u Appendix
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Summary

• The purpose of the report

• What you did (analysis) and what you found (results)

• Your recommendations;
These recommendations should be short and not go beyond a
page
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Table of Contents

u The report should begin with a table of contents.

u This explains the audience, author, and basic purpose of
the attached report.

u It should be short and to the point.

u Page numbers may be mentioned
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Introduction

u This section is the beginning of your report.

u It highlights the major topics that are covered and
provides background information on why the data in the
report was collected.

u It also contains a top view of what’s covered in the
report.
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Body

u The body of the report describes the problem, the data
that was collected, sometimes in the form of table
or charts, and discusses with reasons.

u The body is usually broken into subsections,
with subheadings that highlight the further breakdown
of a point.

u Report writing format is very specific that way about
clear and crisp headings and subheadings.

u Tables and figures must all be labelled
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Conclusion

u The conclusion explains how the data described in the
body of the document may be interpreted or what
conclusions may be drawn.

u The conclusion often suggests how to use the data to
improve some aspect of the business or recommends
additional research.
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Reference

u The references section lists the resources used to
research or collect the data for the report.

u References provide proof for your points.

u This also provides solid reasoning for the readers so that
they can review the original data sources themselves.

u Credit must be given where credit is due.
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References Pattern

u Reference to a journal publication:
[1] J. van der Geer, J.A.J. Hanraads, R.A. Lupton, The art of writing a scientific article, J. Sci.
Commun. 163 (2010) 51–59.
u Reference to a journal publicationwith an article number:
[2] J. van der Geer, J.A.J. Hanraads, R.A. Lupton, 2018. The art of writing a scientific article.
Heliyon. 19, e00205.

u Reference to a book:
[3] W. Strunk Jr., E.B. White, The Elements of Style, fourth ed., Longman, NewYork, 2000.

u Reference to a chapter in an edited book:
[4] G.R. Mettam, L.B. Adams, How to prepare an electronic version of your article, in: B.S. Jones,
R.Z. Smith (Eds.), Introduction to the Electronic Age, E-Publishing Inc., New York, 2009, pp. 281–
304.

u Reference to awebsite:
[5] Cancer Research UK, Cancer statistics reports for the UK. http://www.cancerresearchuk.org/
aboutcancer/statistics/cancerstatsreport/, 2003 (accessed 13March 2003).
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Appendix

u This may include additional technical information that
is not necessary to the explanation provided in the body
and conclusion but further supports the findings, such as
tables or charts or pictures, or additional research not
cited in the body but relevant to the discussion.
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Presentation

u Introduction and other chapters
u <<Titles in Bold Font 12>>

u Title: Font: Arial; Font Size: 12; Bold
u Subtitle: Font: Arial; Font Size: 12; Italics
u Content: Font: Arial; Font Size: 12; Normal
u Line spacing: 1.5

u References
u Content: Font: Arial; Font Size: 12; Normal
u Line spacing: 1
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What is Drug Design?

u Drug design is the inventive process of finding new 
medications based on the knowledge of a biological 
target. Sometimes referred to as rational drug design 
or more simply rational design. In rational drug design, 
biologically active compounds are specifically designed 
or chosen to work with a particular drug target. 
Rational drug design often involves the use of molecular 
design software, which researchers use to create three-
dimensional models of drugs and their biological targets 
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What is Drug Design?

u Drug design is the inventive process of finding 
new medications based on the knowledge of a 
biological target 
u Sometimes referred to as rational drug design or 

more simply rational design,

u In rational drug design, biologically active 
compounds are specifically designed or chosen 
to work with a particular drug target. 

u Rational drug design often involves the use of 
molecular design software, 
u which researchers use to create three-dimensional 

models of drugs and their biological targets 
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