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ABSTRACT:

Researchisavery important component with appropriate changes can be brought about for the
improvement of standards in the field of education starting from nursery to higher education. The
whole world trusts and has deep faith in research and its findings. Therefore all teachers at different
levels of education should develop liking for undertaking research work. Research in ageneral or formal
sense means collecting information, such as observing; ask questions, making experiments etc., about
something to reach decision in certain matter. Research is an endeavor to discover facts by scientific

method and isacourse of a critical investigation.

KEY WORDS: Research, research findings, scientific
method, critical investigation etc.,

INTRODUCTION :

The final and a very important step in a
research study is to write its report. The research
report is @ means for communicating our research
experiences to others and adding them to the fund
of knowledge. Communication of the findings is
very essential to make an impact in the existing
practices in the respective subject/field system. Communicating research findings involves
development of research report and dissemination of that report through various means of learners,
administrators, policy makers and other concerned area or field of professionals. A report is a written
official document that serves a wide range of purpose in all disciplines. It helps to demonstrate the
researcher’s ability to conduct a scholarly work and communicates the process and outcome of a
research project. Research report should be clear cut, accurate and should encourage replication and
application of research work.
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RESEARCH REPORT WRITING: AT A GLANCE

Meaning of Research report:

Areport may be defined as adocument in which a given problem is examined for the purpose of
conveying the information, reporting findings, putting forward ideas and sometimes, making
recommendations. A research report is a formal statement of a research process and its results. It
narrates the problem studied, methods used for studying it and the findings and conclusions of the
study.

Research report means, adocument that summarizes the main features of a study including the
research questions, the methods used to address it, the findings, the interpretations and its
implications.

“Research reports are detailed and accurate accounts of the conduct of disciplined studies
accomplished to solve problems or to reveal new knowledge.” (Busha and Harter, 1988).

In Oxford English Dictionary, ‘A report is a statement of the results of an investigation or of any
matter on which definite informationis required.’

According to American Marketing Society, its purpose is to convey to interested persons the
whole result of study in sufficient detail and to enable each reader to comprehend the data and to
determine himself the validity of the conclusions. It covers, Disseminations, Presents the conclusions
for the information and knowledge to others, to check the validity of the generalizations, so to
encourage othersto carry on research on the same or allied problem.

Then comes the main body of the research report. While writing these aspects of research care
should be taken to use appropriate research terminologies and sentences couched in simple words,
which can understand by everyone. While writing the objectives there should be no ambiguity and it
must be stated in understandable way.

The methodology used must be written in a meaningful way. Appropriate statistical techniques
needs to be used and it must be explained properly. The Herculean task of the researchers is writing the
research report, which can be understood by everyone. Any research article should have an abstract
followed by a detailed research analysis of the study conducted. Researcher can use short paras and
sentences from any source but it should properly acknowledged. Appropriate conclusions needs to be
drawn and it must be written properly.

At the end of the each of the research article reference materials/bibliography used and
consulted should be appropriately cited. Bibliography/Webliography needs to be written in A.P.A
(American Psychological Association) Style. M.L.A (Modern Language Association) style format can also
be used to write the bibliography. Important educational or any other subjects research journals needs
to be consulted. For ex: Indian Educational Review (I.E.R), Journal of Indian Education of NCERT,
Educational Research, Dimensions of Education and EDUTRACKS.

Attributes/Characteristics of aReport:

< Aresearchreportisanarrative butauthoritative document on the outcome of aresearch effort.

< It presents highly specific information for a clearly designated audience or interest of target
readers.

Itisnon persuasive as a form of communication.

Extra cautionisshowninadvocating a course of action even if the findings point to it.

Presentation issubordinated to the matter being presented.

Itisasimple, readable and accurate form of communication.

Reports follow conventional organizational patterns.

Reportsare grounded in factual supportable details.
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Functions of Research report:

Awellwritten research report performs several functions.
< It serves as a means for presenting the problem studied, methods and techniques used for
collecting and analyzing data, the findings, conclusions and recommendations in an organized manner.
< Itservesasabasic reference material for future using developing research proposals in the same or
related area.
< Areportservesasameans forjudging the quality of the completed research project.
< It provides factual base for formulating policies and strategies relating to the subject- matter
studied.
< Itprovidessystematic knowledge on problems and issues analyzed.

Objectives of Research report:

The objectives of a report identify exactly what information it covers, for whom it is written and
why it should be produced; these objectives should be clear to the writer long before the process of
writing starts.

It may be necessary to keep in mind that the writer should note down the precise details and
check regularly until the last stages of production.

The writer should ask himself/herself the following questions:-

What does the reader already know about the material of this report?

Howwide is the reader’s knowledge of subject?

Why should the particular reader need this particular report?

Whatis it necessary to tell the reader?

What will be the reader’s expected response?

What from the writer’s point of view is the desired response?

How can the writer bridge the gap between what the readers knows already and what the writer
wants the reader to know, in order to produce desired response?

Q000000

Purpose of Research report:

The purpose of aresearch report is to communicate to interested persons the methodology and
the results of the study in such a manner as to enable them to understand the research process and to
determine the validity of the conclusions. The aim of the report is not to convince the reader of the
value of the result, but to convey to him/her what was done, why it was done, arid what was its
outcome. It is so written that the reader himself can reach his/her own conclusions as to the adequacy
of the study and the validity of the reported results and conclusions. After conducting the research the
important task is to write Research Article or Report. Normally, there will be three major steps namely,
prelims or preliminary information, which includes title page, preface, acknowledgement, necessary
table related to research.

O Toreportinformation, including key aspects of daily activities, meetings, trips and conferences; to
report progress on projects.

O Toanalysis information including data for decision making and data from laboratory studies or field
studies.

O To persuade readers to consider the analysis and accept any recommendations and for whom it is
needed. At times, someone needs information to stay informed, make a decision, or justify an action.
The content, style and format of reports simplify readers work.

Available online at www.Isrj.in 3
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Importance of Reportwriting:

1. Reporting his/her own research help the researcher to develop his growing inquiring personality.

2. Abig group of people may use the results of his/her research to solute their emergent problemand to
improve their practices.

3. Agroup of prospective researcher may be motivated to research through the study of the report.

4. A group of novice researcher may find new fields of research and be benefited for the selection of
their research problems.

5. A group of researchers working in the same area may be benefited from the knowledge of the
techniques and toolsreported.

Content of Research Report:
Abstract

Introduction

Methods

Results

Discussion

Reference

7
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Abstract: Abstract is a clear, concise, brief description of the study, which is placed at the beginning of
the study. An abstract should contain the study purpose, design, setting, sample size, major results and
conclusions. It communicates concisely the major findings of the study.

Introduction: Introduction describes the researcher’s discovery and how it contributes to the existing
base of knowledge. Introduction should include:-

O Thecentral phenomena, concept or variables under the study.

O The statement of purpose, objectives, questions or hypotheses.

O Thebackground, significance and need for the study.

O Identification of the theoretical framework that underpins the study.

Methods: Method section of the research report describes about the major methodologic decisions
taken by the researcher to answer the research question. It includes study design, population, sample,
methods of measurement and data collection process. Presentation of the method section in detail will
help the readers to critique the study methods.

Results: It presents the findings obtained by analysis of data. It highlights the name of the statistical
procedures used to analyze the data. Results obtained from analyses are presented in tables, figures or
in narrative fromin the research report.

Discussions: It addresses the meaning of the findings. It includes major findings, limitations of the
study, conclusions drawn from the findings, implications of the findings for education and
recommendations for further research.

References: It includes the list of books, reports, website based information and other journal articles
thatare referred by the researcher in the text of the report.
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Types of Research Report: Reports may be oral type and written type.

O AnOral report is a piece of face to face communication about something seen or observed and is
liable to be changed if repeated.

O AWrittenreportis relatively more accurate and permanent. It can be referred to again and again by
its nature of presentation and is more formal than the oral report.

Formal and Informal Report: The written report may be classified as:
O Formalreportand
O In-formalreport

Formal report:

Generally follows a prescribed format such as Front matter, body and back (end) matter. Front
and back material refer to materials that come before and after the body of the report. Theses and
dissertations contain both.

Types of Research reports: The major kinds of report are:-
Thesesand dissertations

Journal articles

Conference papers for professional meetings
Reportto funding agencies

Research posters

Abstract

Q00000

Typical Material includes (Front):-
(1) Title page, (2) Certificate from the supervisor to sign with date, (3) Tables of contents, (4) List of
tables, (5) List of figures/graphs, (6) Abstract

Back Material includes:-
(1) Bibliography, (2) Appendix or Appendices, (3)

In-formal reports usually run from a few paragraphs to a few pages and is shorter version report
having only essential elements such as: Introduction, body of the content, conclusions and
recommendations. Because of their brevity, in-formal reports are customarily written as a letter oras a
memorandum and are used for internal purposes and for dealing with routine issues such as task
reports, periodic activity reports, progress reports, trip and conference reports, ‘to file’ (achieve)
documents.

Formal reports generally adhere closely to strict conventions of languages. Most formal reports
also have a number of standard sections; such as an abstract and table of contents and matter such as
references and appendices. Because of the extensive front matter in a formal report, it tends to repeat
content, something that seldom occursinanin-formal report.

Othertypesof reports: Research reports may be classified into:

% Technical report: Suitable for a target audience of researchers, research managers or other people
familiar with and interested in the technicalities such as research design, sampling methods, statistical
detailsetc.,

< Popular report: This type of report is designed for an audience of executives/administrators and
L.__________________________________________________________________________________________________________________|
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other non-technical users. Suitable for a more general audience, interested mainly in the research
findingsasitis non-technical in nature

< Interim report: When there is a long time lag between data collection and the presentation of the
results in the case of sponsored project, the study may lose its significance and usefulness and sponsor
may also lose interest in it. One of the most effective ways to avoid such eventualities is to present an
interimreport.

Summary report: Asummary reportis generally prepared for the consumption of the lay audience viz;
the general public. The preparation of this type of report is desirable for any study whose findings are of
general interest. Itisa short report of two or three pages. Itis written in non-technical, simple language
with aliberal use of pictorial charts.

% Research abstract: This is short summary of the technical report. It is usually prepared by a
doctoral students on the eve of submitting, his/her thesis. Its copies are sent by the university along
with letters of request to the examiners invited to evaluate the thesis. It contains a brief presentation of
the statement of the problem, the objectives of the study, methods and techniques used and an
overview of the report. A brief summary of the results of the study may also be added. This abstract is
primarily meant for enabling the examiner-invitees to decide whether the study belongs to the area of
their specialization and interest.

% Research article: This is designed for publication in a professional journal. If a study has two or
more aspects that can be discussed independently, it may be advisable to write separate articles rather
than to crowd too many things into a single article. A research article must be clearly written in concise
and unambiguous language. It must be logically organized, progressing from a statement of the
problem and purpose of the study, through the analysis of evidence, to the conclusions and
implications.

These types of reports vary from one another in terms of the degree of formality, physical form,
scope, style and size.

Planning Report Writing:

After the data analysis is over, report writing cannot be started abruptly. It requires careful pre-
planning. This planning process involves the following considerations and steps.

As a research report is a means of communications, we have to consider some basic questions
which determine the effectiveness of communication, namely ‘who’ says “what” to “whom” “in which
way” and with “what effect”.

The target audience, the communication characteristics of the audience, the intended purpose
of the report, the type of report, the scope of the report, the style of reporting, the format of the report
and outline/table of contents

Basiccomponents of aresearch report/General format of the research report:

Research reports whether short or long have a set of identifiable components. Headings and
Sub-headings are used to divide different sections incorporated in the report. Depending on the types
of users, the report may drop or the add the sections.

For the purpose of presentation of a research report several style manuals are available which
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provide guidance to the researcher as to the specific rules on style and format to be followed in
reporting findings of his/her research. Some universities, research organizations or journal boards have
established their own format to which their thesis, dissertations or research papers must confirm, but
all formats are somewhat similar to the following outline which comprises of three main sections.

1. Preliminary section

2.Body of the report or text

3. The reference section

1. Preliminary section:

Titleand cover page

Preface, including acknowledgments (if necessary)
Table of contents

List of tables (if any)

List of figures, maps or illustrations (if any)

List of abbreviations

Letter of transmittal, authorization letter (Optional)

OIONC OO O NC

2.Body of the reportor text:

O Introduction

O Designof the study

O Analysisand interpretation of the data
O Summary and conclusions

Introduction:

Statement of the problem

Research objectives

Review of related literature/analysis of previous research

Relation of present problem to theoretical position of the previous research
Significance of the problem

Assumptions underlying hypothesis

Statement of hypothesis

Definitions of important terms

Delimitations of the study

Q00000000

Design of the study:

Procedures employed, sampling/research design
Source of data

Data collectioninstruments/data collection techniques
Sampling and methods of gathering the data

Data analysis techniques

Limitations of the study

Q00000

Analysisand interpretation of the data
O Text
O Tables(ifany, or usually included into the text)
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e

O Figures (ifany, or usually included into the text)
O Research findings

Summary and conclusions

O Briefre-statement of problem and procedures

O Principal findings and conclusions with their practical implications (if any)
O Suggestions for further research

O Recommendations

Reference section:

O Bibliography/References
O Webliography

O Appendices/Annexure

General rules of typography of writing research report:

< Agood quality of bond paper, 82" by 11” in size and of 13 to 16 pound weight should be used. Only
one side of the sheetis used in typewritten manuscript.

< To facilitate the proper placement of copy on the page a guide sheet may be constructed, showing
the proper margins, the center of the copy portion, and the number of lines for the top and bottom
margins.

Allmargins should be 1% inches-top, bottom, leftand right.

Allmaterial should be double spaced.

< Words should not be divided at the end of the line unless completing them would definitely
interfere with the margin. A few spaces of run over is preferable. In dividing words, consult a dictionary
for correct syllabication.

< Direct quotations not over three typewritten lines in length are included in the text and enclosed in
quotation marks. Quotations of more than three lines are set off from the text in a double spaced
paragraph and indented five spaces from the left margin without quotation marks. Original
indentations are retained.

< Page numbersare given in parentheses at the end of adirect quotation.

< Underlining words or letters informs the printer to set those words or letters in Italics. For example,
book titlesare underlined in a typed manuscript and printed in Italics in a journal or book.

7
0‘0
7
0‘0

Style guides for research report:

Specific directions have not been provided here for preparing front and back material, citing
references and presenting tables and figures.
< That is because each journal and each college and university has its own accepted style. When
preparing thesis or dissertation:
< You are expected to follow the style guide approved by the institution through which the work is
done.
< Some colleges and universities have prepared their own.
< Others have adopted existing style books by which the following are well known and widely used.

American Psychological Association suggested for:-
Citing e-mail communication, citing a website, citing specific document on a website, citing

L.__________________________________________________________________________________________________________________|
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articles and abstracts from electronic databases, Web citations in text.

Avoiding Plagiarism: Humans are naturally copiers, but this is not what we would typically call
plagiarism. Many people think of plagiarism as copying another’s work or borrowing someone else’s
original ideas but terms like “copying” and “borrowing” can disguise the seriousness of the offence.
Plagiarism means the act of presenting another’swork or ideas as your own. Allknowledge in your head
has either been copied from some place or originally discovered by you. Most knowledge was copied.
This is true in most settings. In a research paper, we have to come up with our own original ideas while
at the same making reference to work that’s already been done by others. But how can we tell where
their ideas and end our own begin? What'’s the proper way to integrate source in our paper? If we
change some of what an author said, do we still have to cite that author?

Preventing Plagiarismwhen writing:

Here are some of the ways to prevent plagiarism. They are consult with your instructor or
guide/supervisor, plan your paper, take effective notes, when in doubt, cite sources, make it clear who
said what?, know how to paraphrase and analyze and evaluate your sources.

Proof reading of the final draft of the Research Report:

When the final typed copy of the report is completed, it is necessary to proof read each page
carefully. The typing errors are best detected by proof reading each line from right to left. A few
erasures may be made to correct a copy, but crossing out or inserting or sentence and typing over
letters are not permissible. The correction should always be made by computer writing operator and
notinink/whitener. Itisadvisable to retype the page if there are more than one or two corrections.

While retyping care should be taken to accommodate the material in such away so that the last
line on the page comes even. If no care is taken, the researcher may have to retype the rest of the
chapter and renumber the remaining pages of the research report.

It is necessary to check the page numbers in the ‘table of contents’, ‘List of tables’ and ‘List of
figures’ correspond exactly with ‘chapter headings’, ‘table headings’ and ‘figure headings’ in the text.
Before stitching the pages together or binding the research report, a final check should be made that
the pagesare arranged in the correct sequence.

CONCLUSION:

The research reports can be communicated to the audiences through various ways. Simple
presentation and ready availability of the findings makes it convenient for the utilizers to utilize the
findings in their practice. There may be variations in the manner a research report may be formed.
Emphasisis given on to the simplicity and to its practical implications.

Research report is an official document that helps to communicate the process and outcome of
the research project. Before writing a report, decide the content, develop an outline, prepare a rough
draft, rewrite and then finalize the draft for publication. Strictly adhere to an approved style throughout
the manuscript preparation to prevent stylistic problems.
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