Written report – checklist
Ask yourself the following questions about your report – if you can’t tick all of them then you probably need to look at it again:
	
	Is there a title page and a contents list?

	
	Is the content structured into sections with headings?

	
	Are the pages numbered?

	
	Have I checked spelling, punctuation and grammar?

	
	Have I used an appropriate style and tone of language?

	
	Have I used paragraphs?

	
	Are any diagrams, tables, graphs or charts numbered and labelled? Have I referred to them in the text?

	
	Have I included all the sections below with the points listed?

	
	Introduction – 350 words
· Research question explained?
· Rationale explained (why did I do this?)?

	
	Research  – 800 words
· Described the information found?
· Evaluated reliability?

	
	Discussion – 1000 words
· Answered the question?
· Structured coherently and used sections/headings?
· Referred to the research?
· Presented both sides of the argument?

	
	Conclusion/Evaluation – 350 words
· Identified what went well or badly and why?
· Reflected on what I have learned?
· Explained what I would do differently another time and why?
· Given clear, realistic ideas for extending the project?

	
	Bibliography
· All sources listed?
· Sections used if needed?




