Questions Answered by Major Report Sections

Adapted from Mike Markel’s Technical Communication (7th ed.)., p. 501

Even when they’re long or complex, the four major categories of report-body sections should focus on only one type of information each. One helpful model involves thinking of the sections themselves as questions and the content that will go in these sections as answers to these questions.

	Methods

What did you do?

(tasks/actions performed)
	(
(
	Results

What did you see?

(events observed after methods performed)

	
	
	

	Conclusions

What does it mean?
(interpretation of results)
	(
(
	Recommendations

What should we do?
(actions to be taken – if applicable)


Moreover, each section should be logically related. The conclusions, for instance, should be logical extensions of the results, and the Conclusions section’s discussion should make this logic apparent.

