FORMAL REPORTS:  Formal Long Reports  
MEMO

TO: Technical Writing Students

FROM: Instructor

SUBJECT: Individual Long Reports

Your assignment is to write a formal long report. The report must be at least ten double-spaced pages, not including front matter or back matter.

REPORT DIVISIONS

This report will have several major divisions, and will include several preliminary and supplementary sections. These sections are outlined for you below, in order of their appearance.

1. Title Page

2. Letter or Memo of Transmittal

3. Table of Contents

4. List of Illustrations

5. Executive Summary (Abstract)

6. Body (do not label as such in the report)

a. Introduction

1) Purpose of Study

2) Method of Research 

b. Analysis of the Problem

c. Findings (in as many sections as necessary): information, facts, examples, statistics, tables, graphics, and so on.

d. Conclusions and Recommendations 

   7. Bibliography or Works Cited (if research is done)

   8. Appendix: A collection of all pertinent data used in the report (such as raw data, pamphlets, correspondence, questionnaires) 

TOPICS:

Topic selection is to be submitted to the instructor before you start working. You may choose to pursue a research-based report, a work-related report, or a campus-related report. Be sure to select a workable topic that may be completed in the timeframe allotted for the course.
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