Chapter 11 Reading Quiz
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1.  Title Page:  First impression of the report that provides the 1) full title of the report; 2) name(s) of the writers, principal investigators, or compilers who prepared it; 3) date the report was issued; 4) name of the organization for which the writer(s) works; and 5) name of the organization or person to whom the report is submitted.

2.  Abstract: A condensed version (usually 200 – 250 words) of a longer work that summarizes and highlights its major points. Abstracts enable prospective readers to decide quickly whether to read the report.

· Descriptive abstract: includes information about the purpose, scope, and methods used to arrive at the findings contained in the report. 

· Informative abstract: includes information about the purpose, scope, and research methods, results, conclusions, and recommendations.

3.  Table of Contents: A list of all the headings of the report in their order of appearance, along with their page numbers. It provides the audience an overview of the scope of information covered and how it is organized.

4.  Executive Summary: A more complete overview of the report than the abstract. It states the purpose of the investigation and gives major findings; provides background; states the scope; provides conclusions; and gives recommendations. 

5.  Introduction: It provides audience with any general information required to understand the details of the rest of the report. State the subject, purpose, scope, and plan to develop the topic.

6.  Text (Body): The major section of the report that presents the details of how the topic was investigated, how the problem was solved, how the best choice from among alternatives was selected, and any other major components of your research. It can and should include headings, graphics and tabular matter.

7.  Conclusions: A statement of the results or findings and interpretation of them in the light of the report’s purpose and methods. The conclusions must grow out of the findings discussed in the body of the report and must be consistent with the purpose stated in the introduction.

8.  Recommendations: Suggestions for a course of action that should be taken based on the results of the study.  Recommendations advise the audience on the best course of action based on the researcher’s findings but should not dictate that decision.
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9.  Works Cited (References): An alphabetical list of the sources cited in the report that allows readers to locate and consult your sources and to find further information about the subject.

10.  Bibliography: An alphabetical listing of all the sources consulted to prepare the report that may also suggest additional resources readers might want to consult.
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