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Content/Topic:   

Professional Project Report Writing 

Learning Outcomes 

 Types of reports 

 Report Structures 

Introduction 

The project report is an extremely important aspect of the project. It should be properly 

structured and also necessary and appropriate information regarding the project. No data fields 

are to be exposed in the project field.  

            The aim of the project is to produce a good product and a good report and that software, 

hardware, theory etc. that you developed during the project are merely a means to this end. 

Design document has to be progressively converted to a project report as and when the various 

stages of project are completed. Ideally you should produce the bulk of the report as you go 

along and use the last week or two to bring it together into a coherent document. 

Report writing is an essential skill for all professionals. A report has one purpose – to inform as 

clearly and simply as possible. In the Public Service and non-government organization, we 

commonly prepare several types of reports that might be available for public information, for 

internal departmental use and confidential reports. 

           Technical report writing is an important skill, and will stand you in good stead in your 

future career. It's much more precise than many other forms of writing. A project report is not 

quite the same as a technical report however it should show the same level of care and attention 

to detail. This document was written to provide a few pointers about what I look for in a project 

report, and some tips for writing these documents using Microsoft Word. It is written in the form 

it recommends, and contains examples of both good and bad styles. It is intended for 

undergraduate project students and post-graduate students in their first year. It assumes a 

reasonable familiarity with Microsoft Word (although not at the level of an expert user), and a 

reasonable grasp of english grammar. 

Before, you start to write a report just start by thinking carefully, 

Why you are writing it in the first place. 

What is the report’s purpose? 

Remember the KISS principle! 

Keep It Short Simple 

If you keep it as simple as possible, your message will be clear to a wide audience of readers. Of 

course some reports are very technical and have to be this way such as the. 

Report Writing Language  

One of the biggest mistakes writers make is the use of the wrong sort of language in their reports. 

By the word “language” does not mean Hindi or English but rather the type of words you use. 
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Do not use words that are too fancy or that are too technical or expressions that the “man on the 

street” cannot read 

Using the Right Words: 

Negative Words:  No, Can’t, Cannot, Impossible, Failure and Quite 

Positive Words: Please, Thank you, well done, Congratulations, Thank you for your support/ 

efforts/ hard work, I value your input, Very, Most 

Formal Reports: 

Formal Report typically is presents information, not an argument , meant to be scanned quickly 

by the reader, uses numbered headings and sub-headings,  uses short, concise paragraphs and 

dot-points where applicable, uses graphics wherever possible (tables, graphs, illustrations) , starts 

with an Executive Summary(sometimes titled Executive Summary)  is often followed by 

Recommendations  and does not always need references and bibliography 

Public Reports: Across the whole of Government there are several really important reports that 

every Ministry contributes to such as:  

Annual Report (for activities of the previous year)   

Annual Development Report (ADR) Activities of donor funded projects 

Internal Reports: Internal Reports are the main reports we as Public Servants commonly create 

such as Weekly Reports, Monthly Reports. 

Some Departments supply templates for regular reports in the form of “check-list” templates.  A 

template is a set, prescribed format in which you just add the special individual details of your 

particular report. 

The Public Service Staff Manual gives you templates for writing reports such as: 

Selection/Recruitment Outcome Report  

Performance Management Review PMR  

Discipline Report 

Unauthorized Use of Government  

Confidential Reports: This reports that are confidential and are written only for small groups of 

people often very senior in the Public Service. Sometimes these are Commercial in Confidence – 

that is they contain information about financial contracts. If you accidentally see one of these on 

a desk, you should not read it and most certainly must not inform anyone of its content. 

These include reports such as: 

Central Tender Board documents 

Council of Ministers 

Distinguished Committee of Officials 

Ombudsman’s Reports 

How to write a Project Report  

A tidy, well laid out and consistently formatted document makes for easier reading and is 

suggestive of a careful and professional attitude towards its preparation. Remember that quantity 

does not automatically guarantee quality. A 150 page report is not twice as good as a 75-page 

one, nor a 10,000 line implementation twice as good as a 5,000 line one. Conciseness, clarity and 

elegance are invaluable qualities in report writing, just as they are in programming, and will be 

rewarded appropriately. Try to ensure that your report contains the following elements (the exact 

structure, chapter titles etc. is up to you): 

Report Structure 
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Structure: What to Include:  

A project report should include a front page, an executive summary or abstract, a table of 

contents, possibly a glossary, an introduction, a literature survey or market survey, some sections 

describing the work done, a conclusions and further work section, acknowledgements, 

bibliography, references, and appendices. There's no need for version control or a revisions page: 

a project report will only have one revision (another difference between project reports and 

technical reports). A few more thoughts on each of these sections follow: 

Structure: Sections and Sub-sections: 

You'll note from reading section 2 that you've got a very clear idea of what is going to be in the 

remainder of this section (in all the sub-sections below section 2). This should be true of all 

levels in the hierarchy. For example, this section, on report structure, gives examples, both good 

and bad, of the use of hierarchy. 

Title Page: This should include the project title and the name of the author of the report. You 

can also list the name of your supervisor if you wish. IMPORTANT: Before submission you 

should assemble a project directory which contains all your software, readmes etc. and your 

project report (source files and pdf or postscript). 

Abstract: The abstract is a very brief summary of the report's contents. It should be about half a 

page long. Somebody unfamiliar with your project should have a good idea of what it's about 

having read the abstract alone and will know whether it will be of interest to them.  

Acknowledgements: It is usual to thank those individuals who have provided particularly useful 

assistance, technical or otherwise, during your project. Your supervisor will obviously be pleased 

to be acknowledged as he or she will have invested quite a lot of time overseeing your progress. 

Contents page: This should list the main chapters and (sub) sections of your report. Choose self-

explanatory chapter and section titles and use double spacing for clarity. If possible you should 

include page numbers indicating where each chapter/section begins. Try to avoid too many levels 

of subheading three is sufficient.  

Introduction: 

This is one of the most important components of the report. It should begin with a clear 

statement of what the project is about so that the nature and scope of the project can be 

understood by a lay reader. It should summaries everything you set out to achieve, provide a 

clear summary of the project's background, relevance and main contributions. The introduction 

should set the context for the project and should provide the reader with a summary of the key 

things to look out for in the remainder of the report. When detailing the contributions it is helpful 

to provide pointers to the section(s) of the report that provide the relevant technical details. The 

introduction itself should be largely non-technical. It is useful to state the main objectives of the 

project as part of the introduction. However, avoid the temptation to list low-level objectives one 

after another in the introduction and then later, in the evaluation section (see below), say 

reference to like "All the objectives of the project have been met.  

Background: The background section of the report should set the project into context and give 

the proposed layout for achieving the project goals. The background section can be included as 

part of the introduction but is usually better as a separate chapter, especially if the project 

involved significant amount of ground work. When referring to other pieces of work, cite the 

sources where they are referred to or used, rather than just listing them at the end.  
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Body of report: The central part of the report usually consists of three or four chapters detailing 

the technical work undertaken during the project. The structure of these chapters is highly project 

dependent. They can reflect the chronological development of the project, e.g. design, 

implementation, experimentation, optimization, evaluation etc. If you have built a new piece of 

software you should describe and justify the design of your program at some high level, possibly 

using an approved graphical formalism such as UML. It should also document any interesting 

problems with, or features of, your implementation. Integration and testing are also important to 

discuss in some cases. You need to discuss the content of these sections thoroughly with your 

supervisor.  

Evaluation: Be warned that many projects fall down through poor evaluation. Simply building a 

system and documenting its design and functionality is not enough to gain top marks. It is 

extremely important that you evaluate what you have done both in absolute terms and in 

comparison with existing techniques, software, hardware etc. This might involve quantitative 

evaluation and qualitative evaluation such as expressibility functionality, ease-of-use etc. At 

some point you should also evaluate the strengths and weaknesses of what you have done. Avoid 

statements like "The project has been a complete success and we have solved all the problems 

associated with. It is important to understand that there is no such thing as a perfect project. Even 

the very best pieces of work have their limitations and you are expected to provide a proper 

critical appraisal of what you have done.    

Conclusions and Future Work: The project's conclusions should list the things which have 

been learnt as a result of the work you have done. For example, "The use of overloading in C++ 

provides a very elegant mechanism for transparent parallelization of sequential programs". 

Avoid tedious personal reflections like "I learned a lot about C++ programming..." It is common 

to finish the report by listing ways in which the project can be taken further. This might, for 

example, be a plan for doing the project better if you had a chance to do it again, turning the 

project deliverables into a more polished end product.  

Bibliography: This consists of a list of all the books, articles, manuals etc. used in the project 

and referred to in the report. You should provide enough information to allow the reader to find 

the source. In the case of a text book you should quote the name of the publisher as well as the 

author(s). A weakness of many reports is inadequate citation of a source of information. It's easy 

to get this right so there are no excuses. Each entry in the bibliography should list the author(s) 

and title of the piece of work and should give full details of where it can be found.  

Appendix: The appendices contain information which is peripheral to the main body of the 

report. Information typically included are things like parts of the code, tables, test cases or any 

other material which would break up the theme of the text if it appeared in situ. You should try to 

bind all your material in a single volume and create the black book. 

Program Listings:  Complete program listings should NOT be part of the report except in 

specific cases at the request of your supervisor. You are strongly advised to spend some time 

looking at the reports of previous project students to get a feel for what's good and bad. All 

reports from the last few years are available in hard copy form in the CCCF and as soft copy in 

the student Projects Section. 

                                                                  …………………………. 
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