English 419

Guidelines for Writing Forum Reports
Most reports are written for people who do not have a great deal of time to sift through a lot of information. Therefore, formatting and organizing the content of your reports—aka making them readable—are very important. The following suggestions for formatting are based on the general rules of writing reports in business and industry.

Formatting

The following are the general guidelines for formatting reports:

· 1” margins, single-spaced within paragraphs, double-spaced between paragraphs

· 2-4 pages in length

· Uses a standard serif typeface for body text (Times, Palatino, Garamond)

· Uses a contrasting (non-serif) typeface for headings and subheadings

· Pages have running headers and page numbers

The report header or title page is informative and should include the following:

· Report title

· Author name

· Date

	Header Example

                    Are Online Transactions Secure? 

                    A Report on E-Commerce and Credit Card Use

                    Roger Thorndyke

                    March 19, 1999




Long reports will often present an abstract or executive summary at the beginning of the report.

Content

A report usually includes an introductory paragraph that orients the reader and provides an overview of the report:

· Indicates what the report is about (explains what question or topic the report covers)

· Explains the scope of the coverage (gives readers a sense of how much of the problem/topic the report will address and at what level of detail)

· Includes a forecasting statement that identifies the major topics the report will address (this should correspond to major subheadings)

· Clearly states the author's main point or “take” on the issue

Structure and organization

· The report should be divided into headed sub-sections

· The subheadings should create a hierarchy of information by using different type styles for different levels of subheadings

· The sub-headings should give you enough information so that you know what the main points of the report are without reading the report (often called "talking heads").

· Each paragraph should begin with a sentence that clearly articulates the main point of that paragraph

Sources and References

· The report should cite the forum being discussed and any specific references in the next need to be noted. See http://www.bedfordstmartins.com/online/cite5.html#3 for an example of how to cite an online forum posting in MLA or see number 10 at http://www.westwords.com/guffey/apa.html for how to cite with APA.

· The citations for Web sources should be complete (the url is not enough)

Conclusion

· The report should contain a concluding sentence in which the writer draws some conclusions/makes some concluding remarks. For the forum analysis report, you might draw some conclusions about how useful this forum is, for what type of user, and a general evaluation of the space.

