TITLE
[bookmark: _gjdgxs]The TITLE of the report is written in capital letters. It encapsulates the gist of the report. In other words, it should give the reader an idea of what the report entails. Readers in business are busy people who have many roles and responsibilities; you need a complete and concise TITLE
1. Terms of reference
This is where you provide background to the report. This section helps the reader to test the report's integrity. It is important to state important dates, key people and their designations. You need to state where the report was commissioned, when it was commissioned, who commissioned the report, what was his or her designation, who was commissioned, what about their designation, what was it that had to be investigated, what was the set due date?
If you skip any of these details then your report is incomplete and you will fail. For example, if you do not state the person who commissioned the report and his or designation, then how can readers trust your report as official and legitimate?

2. Procedures
These are the steps you took to collect information for your report (related to the purpose of the investigation). Procedures are written as action words (visited, sent, perused, interviewed, discussions held, tasted, read, consulted). Remember to be specific, use names and designations. Finally, make sure that you justify your actions by explaining why you did something. In other words, why was it important you send questionnaires? What information were you looking for? Remember to number your procedures appropriately: 2.1, 2.2, 2.3 and so on.

3. Findings
This is the information you discovered. The important thing is that you have to state FACTS and not your opinions and interpretation. The trick here is to think of your senses: what did you hear? What did you see?
You cannot say that the staff members were sad. No, that is not a fact, it is an opinion or even an interpretation. What did you see or hear? Maybe the staff members stated that they were unhappy.
Compare the following sentences and state which is a Finding?
1. The building was old, ugly and dilapidated.
2. The building's panels were rusty and rubbish had not been collected as it spilled out of the rubbish bins.
Please note: Each procedure step should be matched with a Finding. 2.1 should be matched with 3.1 because we need to know what you found from each step.
Example:
2. Procedures
Information was collected through the following procedures.
2.1 Two interviews were help with three of the Unit Supervisors in order to determine the level of absenteeism in the organisation
2.2...........................
2.3...........................
2.4..........................
3. Findings
The following findings were made based on the procedures above.
3.1 In both interviews, the Unit Supervisors confirmed that absenteeism was a problem in their units. They provided evidence in the form of log sheets  to support the their concern that employees were not coming to work as expected.
3.2...................
3.3.............................
3.4........................
If you had four Procedures, then you need four Findings based on those Procedures.
4. Conclusions
Now, this is where you interpret your Findings. What do the Findings tell you about the situation that you are investigating? Because Conclusions are a synthesis of the Findings, they need not be matched, number for number, with the Findings. Apply your mind here, assess the situation. Conclusions are what is deduced from the situation: managers are concerned about absenteeism; there are insufficient funds for the renovations; staff members are demoralised; staff morale is high...
5. Recommendations
This is where you give guidance to the reader. Remember that you were sent to conduct an investigation so decisions can be taken. What should the readers do with the investigation? The recommendations need not be matched, number for number, with previous sections. Always use 'should' because you are recommending
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