
 

Parameters for Written Reports 

All  wri t ten reports  must  use the fol lowing s tandard format:   

1 .  Introduct ion:  The introduct ion is  normally found in  the f i rs t  paragraph.  I t  
contains  the topic  sentence which informs the readers  about  the  basic  purpose 
of  the paper .   A good topic  sentence s ta tes  the main idea of the paper  in  c lear  
and exact  terms.   The introduct ion should capture  the reader 's  interest  and 
make him or  her  want  to  cont inue reading the paper .   Please do not  use 
personal ized s ta tements  such as  "I  am wri t ing about  . . . "  or  "My report  is  
about  . . . "  

2 .  Body:  The body of  the paper  is  where you wil l  wri te  the facts  and 
information that  support  your  topic  s ta tement  ( f rom the Introduct ion) .   The 
body should contain enough paragraphs to  c lear ly  and adequately s ta te  your  
thought  with each paragraph having specif ic  data  that  provides  the basis  of  
your  paper .   Each paragraph should gain s t rength from the previous and be in  
some kind of  sequent ia l  or  chronological  order  (especial ly  i f  the  report  is  
his tor ical  in  nature  or  seeks to  te l l  a  s tory) .   Please t ry  to  develop the use of  
t ransi t ional  s ta tements  between paragraphs for  bet ter  reading.   

3 .  Conclusion:  The conclusion,  normally  one paragraph,  sums up the  main 
ideas  and f inishes  the report ,  by tying your  s ignif icant  thoughts  together  and 
associat ing them wi th your  thesis .   The major  points  of  the paper  should be 
reviewed within the conclusion.   The main point  ( topic  sentence)  should be 
repeated in  such a  way that  the reader  has  developed a  c lear  understanding of  
the purpose of  your  report .   In  addi t ion,  there  should be not  quest ion that  
you,  the wri ter ,  have provided a  source  of  knowledge to  someone else ,  the  
reader .   Please DO NOT wri te  the fol lowing in  your  conclusion:  "This  
concludes my report ."   The conclusion is  obvious and you do not  need to  put  
i t  in  wri t ing.   As with anything else ,  pract ice  makes perfect .   Wri t ing reports  
and research papers  requires  ski l l .   Be pat ient  and your  wri t ing abi l i t ies  wil l  
improve with t ime.   Put  your  best  effor t  into i t  and the resul t  wil l  surpr ise  
you.   

4 .  Format t ing:  

•  Typed.   
•  Black ink/ toner  only (except  for  i l lust ra t ions)  



 

•  Cover  sheet :   
o  One-inch margins  on al l  s ides 
o  Tit le  of  Report  –  20-point  bold  Times New Roman (TNR) (center  

page centered)  
o  Student 's  Name (bot tom centered – 12-point  TNR) 
o  Period (bot tom centered – 12-point  TNR) 
o  Report  Due Date  (bot tom centered – 12-point  TNR) 

•  Firs t  page of  essay:  
o  Body formatt ing 
o  Tit le  ( top centered – 12-point  TNR Bold)  

•  Body:   
o  12-point  TNR 
o  Single-s ided 
o  One-inch margins  on al l  s ides 
o  Double-spaced 
o  Indent  the f i rs t  l ine  of  each paragraph 
o  Firs t  and Last  Name ( top r ight  in  the header)  
o  Page number  (bot tom centered in  the footer)  

•  Endnotes:  
o  Body formatt ing 
o  Endnote typed top center  12-point  TNR bold 
o  List  endnotes  numerical ly  and consecut ively,  both in  your  essay 

and in  your  endnote  c i ta t ion.   Place your  endnote  c i ta t ions  a t  the  
end of  the essay,  beginning on a  separate  page.  

o  MLA style  (ht tp: / /www.aresearchguide.com/sampleendnote .html)  

Note:  To superscr ipt  endnote  numbers  in  MS Word,  highl ight  the number  
you’re  t rying to  superscript  the  fol low the menu select ion Format  |  Font  then 
check the superscr ipt  box.  
 
Note:  Wikipedia  is  not  an acceptable  source.   You may,  however ,  f ind 
per t inent  references  on the Wikipedia  s i te  and research them. 
 
Note:  Ci te  ALL references.   I f  in  doubt ,  c i te  i t .  
 
Note:  See the sample essay that  fol lows.  



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Best Instructor I Ever Had 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Graham Wellington 
8th Period 

April 24, 2008



Graham Wellington 

1 

The Best Instructor I Ever Had 
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Endnotes 

 1Robert A. Doss, How to Coach Tee Ball Without Going INSANE (Bullhorn Media 

Group, 1998) 75. 

 2James Earl Jones, My Days As Darth Vader (Jedi Press, 1957) 108. 

 3Ibid. 118-119. 

 4Doss 84 

 

 


