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The structure and contents for the

professional report : \
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Professional writing report is in daily use. Writing reports is

involved at school, or college and at work. Students have to write

reports. Writing reports is part of a teacher’s job. Report writing

is routine in the public and civil services. Before a law is passed

a select committee writes a report. Business executives write
reports.

o\l LS el @l Gl Jed! (e o eslEl LS Cllul @l
91 8y 55l S elgas = Jguo ki) IS Luw utd oyt L8
Al
Learn the technigues of writing reports. The technigues of

writing a report are easy to learn. Report writing is not difficult.
Writing reports is easy -whether short or long reports.
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A long report usually has the following sections:

-Title Page Olgiall b
-Acknowledgments Sl e yanti-
-Summary / Abstract LI /sl
-Contents Page ciligimel! damia—
-Infroduction aaaali-
-Literature Review f9umgll byl Aaal yam
-Methodology Aialall 35 ylafi-
-Findings moladi-
-Conclusions olslin Y-
-Recommendations Sluogali-
-Appendices g Ali-
-Bibliography =l -
el O £ )
w’
Titie Page N
-The Title; e.g. ‘AReporton ...’ B fpm pa i
-‘An Investigation into...' R I DOEY- vV b
-‘An Analysis of ...’ e Jabiy s
-‘A Comparison of ... and ...’ ceoue . e oo dplae-
-Your Name .5 se ilafl=
-The date N s =l
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The investigation was done by

O Bl ) 5l =S

The main findings were that

L‘jh i) a3l

it was concluded that

O O s 1 el Sl gal)
The recommendations are that —————— should be
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List of Figures
Bar Chart of Answers to Question ........
Pie Chart of Socioc-economic Status of the 9
Respondents .................oeeeeeeen.
Jolaadl andls
g = (S51/5985) ol oy ! 5l ~ 11
e gazll
List of Tables
Survey Findings by Gender and Age 10
Group.......cc.
- .\ .
-1 g
1. introduction \
Background 2 leH

........ tius pagat! 128 L35 13
This report has been written because ...

Itwas requested by ... ... Be b e ills 43

It was requested on (date). ... b ol 13
Objectives 2laaill

The objectives of this reportare to .. _a ;.51 124 ol ual
Scope Jiamal!
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2. Literature Review £ e guad| clusal azalp . 2
w02) (1999 ) (o JS shiain S palil Jlall s e Gle 3
o ot o 1 lgas) pad)  (2005.2) . (2003 e) (2001
The area of investigation has been commented on by (C,1999),
(8,2001), (M,2003), (H,2005), who are in agreement that...
v Jo alies ¢l @gaad ol pns
However, they have different opinions on ....

syl 3 il dale ol lade cdal L3 clad!

Due to the differences highlighted above, it was decided to
investigate....

s lial” gl adupad!” sl aude Gllay , padsdl adinll - 3
3. Methodology (also called the ‘Method’ or ‘Procedure’)
Q.A&u.q.\.]l_g_:_.ao- ...... a.ﬁ::).laJ (‘A)L:':"'!i‘:w*” V=T C -V R S
;-'I):_.:)’ I}c_) AL P s‘b’}ﬁ ‘_J:ug).a (cl@lﬁ'l C_'-Ub) L,.H‘ (;l..]'.'u'é"l @_)L‘S)
() m0b o2 ers Wilas
____ respondents, chosen by the method of were
surveyed from (start date) to (end date). Of these, were
invited for interview on {date).
...... Y e olaad aluziuly Slebas Y Julss &
The statistics were analysed using a test because
............. bl cligias cilS
The significance of the results was
4. Findings aabaidl o 4
4 1. Introduction @aailt 4 - 1
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...... O A i cplal Rale By
In general, the findings indicated that...
....... t:;l M s Laszi W Ea__..“u csls
The major finding of the investigation was that...
In addition, ... . At dalsYl
..... unaaéjlnﬁcaﬁlccuisu.‘d'-)‘ 3....‘...&4.5'-‘_,]1‘3:.43 Laag
Surprisingly,....., which was an unexpected consequence of ....
5. Conclusions wla Lddanl o 5

e Gl I el 4l Jogd! S s k¥ plii Y
The main conclusion that can be drawn is therefore that...
SSPRINVIPA Y P VAP DO £ PRORCT I L PO
(A Slaaogill @ud ] bl Sibauogill s O caony - pi 1)
In the light of this, it is recommended that... (+ a general
recommendation; e.g. that something needs to be changed. The

detailed recommendations should go in the Recommendations
section below.)

6. Recommendations JLmq-'iﬂ_ 6

........ 0953 O ez weve e e b umgl it el g ik 64 8
In the light of these conclusions, | recommend that  should
be

.............. L PVRUIRINI S [ Y,

Inaddition,a  could
Grammar Note: a2l agled wo wiloalle
ol b s+ e PRSP PICSCH P PRCH PLT-PPNIT- 4
laSTie a8 151) Juall L3 Jad 4 comy ol (480 dayuu 1uSTs S 131)
suggest that 5l suggest +ing Jas aumiud o) Liasl ali€ey  ( Slel 2y
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Y (suall  Ja+ palaied ines) o+ (L1 e Jelo et +

.“suggest ‘_1,'5” e b0 ausis

To make suggestions and recommendations you should use

‘could + infinitive verb' (if you are less sure), or ‘'should + infinitive

verb’ (if you are more sure}. You could also use ‘suggest + _ing’

or ‘'suggest that + a subject noun (e.g. ‘we’} + a verb (e.g. ‘could’
+ infinitive verb). Do NOT use 'suggest to'.

7. Appendices Salkalla 7
Al s 350 1 (1) Gl
Appendix 1: Sample Survey Form

................ wals Gl Glas ¥l el #6151 (2) Gl
Appendix 2: Results of Statistical Analysis by

8. Bibliography galpall cadm 3

Cgalpall agpidl | iz akn
What is referencing?
tuasy Be ¥l ol e o L gyl o 2Ly o301 (S T
S s Lgiensenal 1 3l HISaY) gl cilaglall
Well, put simply referencing is acknowledging the source of
information or ideas you have employed in your writing.

Vool palls augiidl widlaiy sall Lo
What requires referencing?
g alial e il B IS A a3 a i 181 LIS L
S g ol g oMel eollan « y3gueaS a5l Ao
Somebody else’'s words or ideas from a magazine, book,

newspaper, song, TV program, Web page, computer program,
letter, advertisement, or any other medium.
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ol e g Wblas ol I3 Lgade Jauaand) @l 3 cilaglel!
Information gained through interviewing another person.
ety dall pandl (A Lanl JISEY) A5kt age !
Diagrams, illustrations, charts, and pictures.
! gy o cale e 38T 5 (Bryman) calgll el (e g 1 0058
The reference consists of one author (Bryman) or more than
one, the date of publication (2008), the title of the book (Social
research methods), the place of publication {Oxford, New York)

and the name of the publisher of the book (Oxford University
Press).

oreiy &3,’ )._UGS Ol )
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Example (1) (1) Je

i e Jsiad) o Lidiyg A Ll Jeall gaiaing B o \

Wit 10 @3 § Jaalt Dlilla ae Jolald | @i it 5 Szl

-Anada gl Clom gl pasads ol (e

Describe how work is currently allocated in your

workshop. Who is responsible for the loading and

how are requests for work dealt with? Support this
with a copy of a job allocation schedule.

s 2Sus Jeall jaeait dege closill Upie s
SESVRETPYR DU PSS I PON Y PRSP JX PR
283 5 Jeall pasant Jread Y isle Byslall dagll e
Kby amiall e daLadl (e a3l dags ¥ 51 I Sl
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ﬁ Our service manager takes most of the job bookings ™\

and writes these into a booking diary with a brief
description of the work required. We usually keep
taking bocokings until there is no more room on the
page then book jobs for another day.

(L.LL.‘a (9) Aacabill 53 mgalicns} Sipiliglt hhang Kt
fLe-a B3 B dadug degl! o)lS _,L.:_;_,.Ji PERCRUT RS
b):_m a1 aanll Ledglis l..L.u S Lg_:'.}'l cgllas
.faj*” <3 o dagl! fpa o Lo b‘-_b,u‘u‘q_‘ 15 .;DYI Cye
A agadl 8 o3lanil ol (2 Lo Janl Ll Joloxs
As jobs arrive (most of them at 9:00 am) the service
manager writes up the job card and puts it in the "Jobs
to do” pile for the next free technician to start. If we

cannot finish the job that day we try to either work
overtime or finish it the next day.

o2 Jlgn ¥l 303 5 gmnll alel! Gy I Lpd oS 13

eelile 153 aad £ Saall Hne¥ s laal Lsls I 0]l

sl Laie

If there are a lot of bookings the next day we sometimes
\ have to turn customers away when they arrive.

/
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Example (2) (2 Jlia

& i A e s 2 7331

Ao LOW1 5o LaST1 3ala ) dnaudd )t alely
Suggest how the system of allocation could be
changed to increase productivity efficiency

b (e A W1 35 LaSO (sl o) i
We could improve productive efficiency by:

Lasie dagn JS 2 el s ) gl e dmiinl g5 S0 e fgumont]

O3 Ol Sladil il racs By el 585 8 (5.0
NORIES NP o TP O T Y PR BT
gaining a clearer idea of the time involved in each job
when it is booked in would allow the service manager
to take bookings based on the hours that are available

to sell.

Il O Glaa agull (ye 2e gl Bty Buadagll algl! 9.5

calia jud @t e sl e ol g ookl 8 de Ll Ty Jae
Jues S pn dpiai o (e 23511 (ya

book jobs in for a certain time of the day to ensure that
there is work to start from 8:00am in the morning and

that the service manager has a reasonable amount of
time to spend with each customer.

Aa Ll AL Begll 538 Joew Ol Sleal e plaion
Bl eloly manes Loy B3I Hlall plad sy ) i€ay mg
ey dgg

taking more details when the job is booked in the service

~

manager could write up the job cards the night before /

85 a Jaxll pogy o seinall Ausadl lsf
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/ and possible even order the required parts allowing N
the job to progress smoothly.

Lagl sl ¢S @ cpag - Lablol 3 Juiad¥! il 1 algl) pasains
ST 38,
allocating jobs to the technicians who are best at them,
they would be completed more efficiently.

Sleasdl ool e Bgu Jad] ﬂ‘—iuc"-n-uuw&m—"" 558 (5SS
ESLehlly JLaTy s pgall (o 1,5 38T Ll Jaall o3
Jaini Lea ST Jaalt s jglai dlls 2
having a better idea in advance of the work loading
would allow the service manager to arrange overtime

earlier in the day and call customers if we are getting
overloaded.
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Test your information on writing 92

professional reports in English ~~ \

Lo

Test (1) jluial
Introduction oaiill

e gimeng ol pa 3laline ol 5 julius uolad OF Jad e Regll olia
il A Ja e Bake ki ol ale e 0585 o o
s el S olagfilly ola iy iliitly ikl o oy
I 60 (e IS B sy Le g ) e oL
This task is for you fo practise matching the stages and content
of areport. You should already know that reports usually have the
following stages: “Introduction, Procedure or Method, Findings,
Conclusions and Recommendations”. This activity helps you to
understand what is in each of these stages.

Instructions alaaleill
e A seadt e lganls Lo s Hlinalt e guobicall B a0t 5g il L
e

Match the items in the boxes on the left with the items on the
right:
St (10-1) Joul alt Lads pall e 381 il slaall i el L
17l €17 gl e LY I — da i dedns
Then rearrage the contents on the right according to the stages
{110-) on an external page — see the answer in the appendix “1"
test “1",
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Test 1, jludal

Score: 3/ 10
Report Stages Report Content
4 Introduction Section | When the data was
1 collected
. Introduction Section | Overview of the structure
2 of the report
: . Your ideas about the
Introduction Section ,
3 3 reasons for the things you
discovered
. . Description of the
Introduction Section | .
4 information you
4 .
discovered
Summa of what you
5 Procedure Section 1 ,u & y
discovered
, What you think should
6 Procedure Section 2
happen
When the report was
7 | Findings P
requested
8 Conclusion Section 1 | Who requested the report
Wh the report was
9 Conclusion Section 2 y E ]
requested, and the Aim
) How the data was
10 | Recommendations
coliected

_uiazh gage 0 avieal wuond mlL‘aIl@' 88
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Test (2 jlaaal

Introduction i il |

et a2 o e 3Lalinn 515 pulis LS Ol pa Regll 500
3le Suy Ll o Jadtls oWy O ey aLudWT 00 3 a3 1l sl
NEN IR PR EL e+ SON I B GO PR~ e T N RO

. «

2 Lesziodl A2l Ais Le 045 O e WoLiidh 12s Wucbuw . oluagills
ol ela fye S
This task is for you to practise matching the stages of a report
with common phrases found in these sections. You should
already know that reports usually have the following stages:
“Introduction, Procedure or Method, Findings, Conclusions and

Recommendations”. This activity helps you to understand what
language is used in each of these stages.

Instructions bzl

:oneall o A gkl pa Hliad! Lle Gasliall o i seidl il
Match the items in the boxes on the left with the items on the
right:
e (10-1) ol yald Gido el le 3l slaall o il 2
27 slant 17 Galll e B il — Ao ls e
Then rearrage the contents on the right according to the stages
(110-) on an external page — see the answer in the appendix “1”
test “2".
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Test (2) jl._l.’ié|

0/ 10
Report Stages Phrases
1 Introduction - who | Data for the report was
requested the report gathered from .. to ...
Introduction — when the
2 The report presents ...
report was requested
Introduction - why the || believe that the
3 report was requested, and | reasons for this include
the Aim
4 Introduction — Overview of | The survey respondents
the structure of the repaort said that ...
5 Procedure — When the data | In conclusions, the
was collected results show that ...
These conclusions
6 Procedure — How the data | lead to a number of
was collected possibilities for further
action. These are ...
4 Findings —Description ofthe | The report was
information you discovered | requested on ...
i Primary data  was
Conclusion — Summary of )
8 , collected by surveying
what you discovered
Canclusion — your idea
9 about the reasons for the | The report aims to ...
things you discovered
10 Recommendations — What [ This  reports  was
you think should happen requested by ...
90
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Test (3 jladal

Introduction psadiall

43 A sladl plail Jgm S0l wgd e el Jol (e dagll oia
Jandl gaga B LgnlS wlin Cllay
This task is to help you know more about the types of report
that you may be asked to write in the workplace.

Instructions P 5 |

el Gle Gl olae silt e Slagdl e Gaoliall 3 0 agid b
Match the types of report in the boxes on the left with the

descriptions on the right:

Sz (8-1) Jalypalt lide ol e Al Sl 5 el

37 5laat 17 Galll Bl i — da yls dniea
Then rearrage the contents on the right according to the stages

(18-) on an external page — see the answer in the appendix “1”

test “3”.
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T@St(3) ]Lu.'ﬂ

Score: 0/ 8

Type of Report Description

a report describing how
Incident Report close you are to completing
something you planned

a report describing how
many goods or services

Accident Report were sold, and the reasons
for any differences from
the plan

a report on what has
happened in a place,
Sales Report and how close your
organisation is to finishing
construction

an academic report on
Progress Report how and why something
has changed over time

a report describing
something that has
happened

Feasibility Study /
Report

Recommendation | a report on how practical a
Report proposal is

a report on what your

Site
organisation should do

a report describing how
Case Study someone was hurt or
something was damaged
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