Short Formal Report Outline     Option (1 or 2):  ____
Summary (Purpose of project, main findings, and the outcome. This gets written last.)
Introduction  (Why the report is being written, what its purpose is and what it will address)
Discussion  (Present your data and say what the data means; compare things, if appropriate)
Conclusions  (A summary of the outcome - the main result)
Recommendations  (What action needs to be taken?)
Appendices  (What supporting data – tables, charts, drawings, questionnaires – will you attach?)






