
UNIT VIII: PRESENTATION  RESEARCH REPORT 

 

A report is simply a description of things that have already occurred. It is concise, clear communication 

of the important findings of the research work.  Universities and colleges are the organization where 

most  of the researches will be done. There are some institute which will conduct different research 

activities. The basic differences is that universities generally aims to establish theories and laws which 

may or may not have immediate practical utility, but the different research institute give emphasis to 

the research which has immediate utility. 

The study carried out in universities and colleges can be classified in to following categories. 

1. Departmental Research / Consultancy work 

2. Individual Teacher’s research 

3. Student’s Research Work 

A thesis is the report carried out by students to conveys the information to the examiner about the 

entire activities and findings of the student had undertaken during the research process. The research 

report enables a student to demonstrate his or her understanding and ability too, use techniques in 

methods of analysis and provides his or her with the opportunity to significantly develop his or her 

research skills. A thesis is known by different names. i.e. Dissertations, Field Report, Special studies, 

Extended Essays etc. 

 

Purpose of Writing a Report 

A research report serves the following purposes: 

 It is a means whereby the data, analysis and conclusions are placed in a organized form. These 
information can be used both for academic and application purposes. 

 The thesis work of a student will be judged mainly by the quality of the report. The examining 
committee may not see the effort in the field. Therefore, the student should show his or her 
performance, skills and thoughts in his or her report, as there are vital to its assessment and 
grading. 

 The effectiveness of report may be judged by its use. The organizations, professors, researchers 
and students are using good reports for different purposes. 
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7.3 Types of Report: Descriptive and Analytical Report 

7.3.1 Descriptive Report 

Descriptive reports are mere description of facts or opinions gathered by the students during his/her 

field study. The presentation of facts in an organized way may be of real value in properly understanding 

the situation. These reports indicate the nature of problems facing the organization under study and 

also indicate the reforms required to overcome the problems. 

7.3.2 Analytical report 

Analytical reports go one step further than descriptive reports. These reports in addition to representing 

the facts and statistics, interpret these information in relation to the problem under consideration. 

Focused on a single or limited area of the problem, these reports follow the process of scientific 

investigation and reporting. These reports also recommend the actions to be taken for improvements in 

the situation. 

 

The student may choose one of these types of reports. However, the choice of the types would depend 

on the nature of investigation. Some thesis report may include the features of both these types of 

reports. 



7.4 Presenting Data: Table and Figures in Report 

A Table is a presentation of data in column form. The term Figure usually includes graphs, maps, 

drawings and charts. 

 

Tables 

The presentation of Tables is concerned with the labeling techniques to make the content clear. The 

following practices should be used in the Table constructions. 

 The Table should be numbered consecutively throughout the report. While referring to the 
Tables, the student should write “Table 12.1” instead of writing “the following Table” or “Table 
on the following page”. 

 Each Table should be given a title that is complete of information and date of published. The 
title of Table can be written in all capital letters for the emphasis. 

 Column of the Table should label clearly enough to identify the items. Column heading should 
be short. 

 Rows in the Table can be arranged without any difficulty. In case of need, two lines can be used 
for giving row headings. 

 If the source of information in the Table is to be identified, it should be placed below the Table 
in the same format as the footnote. To number the Table footnotes, an asterisk could also be 
used. 

 Sources of data should be cited in order that the source may be referred to if necessary. 

 The report writer can use abbreviations if necessary. These abbreviations should however be 
explained in footnotes below the Table. 

Table 12.1 Sectoral distribution of labor forces 

Country Agriculture Industry Services 

1965 1990 1965 1990 1965 1990 

Indonesia 71 23 9 37 22 40 

Malaysia 59 20 13 39 21 41 

Thailand 82 17 5 32 13 51 

Bangladesh 84 37 5 17 11 46 

India 73 31 12 31 15 38 

Nepal 94 60 2 - 4 - 

Pakistan 60 26 18 25 22 49 

Source: World Development Report, 1992 



 

Figures 

In reports graphic forms like bar charts, pie charts, maps and pictograms are often presented. These 

presentation help clarify and understand data at glance. The report writers should ask the following 

questions. They are: 

 To what extent does the graphic presentation contribute to the overall understanding of the 
data? If graphic presentations do not assist the reader in understanding the subject, these 
should not be used in the report. 

 Can the data convey the meaning to the reader in a better way using the graphic presentation? 
Graphics often facilitate communication which is difficult to explain in words alone. 

 Is the graphic easily understood? 

 Is the graphic honest? The hand is often quicker than the eyes; and data can be distorted rather 
easily. 

 In a small report, the Figure should be numbered consecutively throughout the report and 
referring is similar to Table. 

7.5 Use of Quotations, Abbreviations  

7.5.1 Use of Quotations 

Some guidelines of quoting other writer’s ideas are: 

 Direct quotations would be used the words of the author add force to validate the argument in 
the report. 

 Direct quotations may be used for presenting the major argument where a reference would not 
be sufficed. 

 Direct quotations may be used when the writer wishes to comment upon, refute or analyze 
ideas expressed by the author. 

 Direct quotations may be used when changes might cause misunderstanding of the original idea 
or expression. 

 Direct quotations should be used when citing mathematical and other formulas. 
Short Quotation (upto three lines) 

 Incorporate the quotation into sentence or paragraph, without disrupting the flow of the text. 

 Use double quotation marks at the beginning and end of the quotation. 

 Use the same spacing as the rest of the text. 
Example, 

Most of the South Asian countries have initiated the far- reaching reforms like opening up their 

economies, strengthening the market forces and providing a greater role for the private sector. In Nepal 

also steps are being taken “to foster the private sector by opening up new areas for investment 

removing licensing and other controls on business and simplifying rules and regulations” (Gupta, 1994, 

p.14). 

Long quotations (for four or more lines) 



 Use no quotation marks at the beginning and end of the quotation. 

 Use single line spacing. 

 Indent the quotation five spaces from the left margin. 
Example, 

Most of the south Asian countries have initiated far- reaching reforms like opening up their 

economics, strengthening the market forces and providing a greater role for the private sector. 

In Nepal also steps are being taken to foster the private sector by opening up new areas for 

investment removing licensing and other controls on business and simplifying rules and 

regulations (Gupta, 1994, p.14). 

7.5.2 Abbreviations 

A number of abbreviations also appear in the research report. These abbreviated words should be 

arranged in ascending order under Abbreviations or Acronyms. Examples of some of the frequently used 

abbreviation are given below: 

ADB  Asian Development Bank 

bk., bks. book (s) 

e.g.  for example 

ed.  edition 

eds  editors 

i.e.  that is 

IMF  International Monitory Fund 

N.B.  nota bene 

p., pp.  page (s) 

viz.  namely 

 

7.6 Rules of Typography (font, size, margin, spacing of paragraph etc). 

Font:  Times New Roman 

Font size: 12 

Paper size 8.6 x 11 inches and only side of paper 



Margins Margins indicate the boundaries of the text. Margins of 1.6 inches on the left and one inch on 

the right- hand side of the page are commonly used. The last line of writing should be 

one inch above the bottom edge of the page. 

Spacing The text of the report should be double- spaced. Indented quotation and footnotes should be 

single- spaced. Same style and size of font should be used through out the report. If you 

use indent in starting paragraph, there is no spacing between the two paragraphs. If you 

are not using indent, second paragraph is starting by leaving one space or single line. 

Page number Page number should come at the top right hand corner of the page, one inch from the 

top edge and 1.25 inches from the right edge. The first line of the text should be two 

spaces below the page number. 

Pagination Pages should be numbered consecutively in Arabic numerals from the first page of the 

text to end of manuscript. The pages in the introductory sections (preface, table of 

contents etc) should be numbered with small Roman numerals i, ii, iii,.. one inch from 

the bottom page. 

Proof-reading: The manuscript should be read critically, searching for inaccurate statements, wrong 

entries, omissions and inconsistencies. After verifying and locating errors in quotations, 

footnotes, Tables, Figures, paragraphing sentence structure, headings, spellings, style, 

bibliography, mark the copy to provide the typist with necessary directions for providing 

a satisfactory transcript and must know the symbols of proof- reading. 

Citation  

Referencing is a standard method of acknowledging sources of information and ideas that we have used 

in research. Direct quotations, facts as well as ideas and theories from published and unpublished works 

must be referenced. There are different methods of documenting (citing and referencing) sources. The 

researchers commonly employ the following methods: 

 The Publications Manual of the American Psychological Association (APA) offers detailed 
information regarding citations, quotations, references, and so on. 

 The Harvard System, was developed in the 1930s and has been updated periodically. It usually, 
uses author- date system. This system is also widely used for citation and references. 

 The Manual Style of the University of Chicago is also widely used for citations, quotations and 
references. 

 The ACS Style Giude is published by the American Chemical Society. This style guide explains 
how organized numbered references. 

 

The documenting method has two parts: the citations and bibliography, whci may also be called 

references.  



 

APA Method of Citation 
The APA method is widely used style of citing and referencing in the social science area. We also 

recommend that this method should be followed. 

 

Guidelines: 

 When quotation and paraphrase are cited, the author’s name and year of publication appear in 
the body of the report as follows: 

For instance Paudyal (2000) stressed that business firm must think globally to remain competitive. 

 When a work is authored by two individuals, the surnames of both the authors are cited. 
For instance Peppard and Rawland (2001) define organizational culture as shared values and beliefs, 

which take the form of rules of behaviour. 

 When a work has more than two authors, cite all authors the first time the reference occurs, 
and subsequently include only the surname of the first author followed by “et al.” 

For instance Shukla, Gupta, Mathema and Singh (2003) found that … 

  Shukla et al. (2003) found that … 

 The author’s name and year of publication appear at the end when direct quotation is made. 
For instance “Strategic processes are those processes by which the organization plans for and 

develops in future” (Chitrkar, 1997). 

 If the same author is cited in the same paragraph, the year of publication is not necessary to be 
mentioned. 

For instance,  Panta (2001) wrote a book entitled assignment and Report Writing. 

  Pant found that … 

 If no author is given for the work, treat the title as the author. 
For instance, “The specification writer’s job is likely to change” (“Style Manual”, 1992). 

 When a work’s author is unknown, cite the text the word the Anonymous followed by the 
comma and date: (Anonymous, 1982). 

 When more than one author has to be cited in the text, these should be in the alphabetical 
order of the first author’s surname and the citation should be separated by semi colons: 

For instance, The concept of the job design (Maskey, 1987; Subedi, 1972; Uprety and Dhakal, 1976). 

 The page numbers, if required to be mentioned, should be cited as follows: 
For instance, Pant (2001) argues that a research report can be worthless if interpretation is faulty, 

even if valid and reliable data have been collected (p, 63). 

 “Hypothesis testing is called deductive research” (Wolf and Pant, 1999, p. 14). 



 When citing block quotations, do not place quotation marks before and after a block quotation. 
Indent the left margin five spaces. Do not indent the right margin. 

For instance,  According to Berger (1991): 

 A PET bottle weighs approximately 91 grams. Of this 91 grams, only 63 grams or 69 

percentage of the bottle is pure PET. The bottle has three other major components. The 

bottle cap, usually made of aluminum, weighs roughly 1 gram or 1 percent weight. The 

bottle label, usually made of paper, weighs 5 grams or 6 percent of the bottle weights (pp. 

37- 38). 

 Personal communication through letters, memos, telephone conversation, and the like 

should be cited in the text only and not included in the reference list since these are not 

retrievable data. In the text, provide the initials as well as the surname of the 

communicator together with the date. 

For instance,  A. Pradhan (Personal Communication, November 15, 1998) feels that … 

  M. Neupane (Personal Interview, April 7, 1998) feels that … 

 T. P. Mishra (Personal letter, Professor, Tribhuvan University, February 5, 1997) 

argues that … 

 

 

APA References 
The references list contains bibliographic information in each source you use. The list is arranged 

alphabetically by the surname of the author.  

 

Guidelines: 

Present information for all entries in this order: Author’s name. Date. Title. Publication information. 

Example,   

Harrison, A. (1992). Just- in- time manufacturing in perspective. New York: Prentice Hall. 

Peppard, J., and P. Ronald (1992). Business process re- engineering. New Delhi: Prentice Hall of 

India. 

 Use only the initials of the author’s first and middle names. 

 Capitalize only the first word and proper nouns and adjectives in the title. 

 Use double- space between the entries. The second line of an entry should be single-

spaced. 

 The secondline of an entry starts three spaces in from the left- hand margin. 

 Place the date in parenthesis immediately after the name. 

 Place the entry in alphabetical order. 

 If there are two or more works by one author, arrange them chronologically, most recent 

last. 

o Aryal, N. (2001) 

o Aryal, N. (2006) 

Some common entries for references 

1. For book with one author 



Kotler, P. (1998). Marketing management: Analysis, planning, implementation and control. New 

Delhi, Prentice Hall of India. 

Arnorld, J., I. T. Robertson, & C. L. Cooper, (1996). Work psychology:Understanding human 

behaviour in the workplace. Delhi, Macmillon India. 

2. For an edited book 

Pant, P. R., & N. Mamandhar (Eds), (1998). Industrial relations in Nepal: A book of readings. 

Kathmandu, FNJ and IRF. 

Ross, A. M. (Ed), (1996). Industrial relation and economic development. London, Macmillon. 

3. For an eassay in a book 

Jyoti, P. (1998). Labor management: A critique. In: P. R. Pant and N. Manandhar (Eds), 

Industrial relation in Nepal: A book of readings (pp. 297- 302). Kathmandu, FNJ and 

IRF. 

4. For an encyclopedia 

Sonar. (1984). Encyclopedia Britannica. 

5. For a journal article 

Pant, P.R. (1993). Human resource development: A cross- country overview of the Asian region. 

The Nepalese Management Review, IX (I): 1- 13. 

6. For an article in monthly or weekly magazine 

Shukla, M. (1985, February). Managing creative talents. Indian Management (pp. 3- 7). 

7.  For an unpublished materials 

Joshi, M. (1992). Fine tea plantation: A case study. (n.p.). 

Khetan, M. (1992). Motivation behind acquisition of time saving electrical appliances by 

Nepalese households. Unpublished Master’s thesis, central department of Management, 

Tribhuvan University. 

8. For a newspaper 

The Rising Nepal. (1996, July 15). P.2. 

9. For paper presented at seminar 

Sharma, B. (1998, June). WTO: Its impact on the education actor. Paper presented st thr seminar 

of Association of Business Students, Kirtipur, Nepal. 

10. For personal e- mail 

Gurung, R. K.(2004, February). Meditation program: A feedback. Available e-mail: 

deanmagmt@healthnet.org.nep. [2004, February 7]. 

11. For journal articles on the Internet 

Subba, A. (2003). ‘The language management profession’. The Nepal Review [online]. 

Available: <http:/www.nepre.org.np  /6/2/>[2003, September]. 

12.  For home page 

Bhandari, C. (1999, March 26). Nepal’s culture and learning [Home Page of ABC Institute]. 

[online]. Available: <http:/www. ABC.co.np> [1999, March 28]. 

Differences between APA and Harvard System 

Harvard system APA system Differences 

Referencing  in the text 

(Lewis 2001) (Lewis, 2001) Note punctuation 

(Saunders and Williams 2001) (Saunders & Williams, 2001) ‘&’ not ‘and’; Note 

punctuation 

(Williams et al. 1999) (Williams, Saunders & 

Staughter, 1999) 

For 1
st
 occurance 

mailto:deanmagmt@healthnet.org.nep


(Williams et al. 1999) Williams et al., 1999) For subsequent occurrences; 

Note punctuation 

Referencing in the references or bibliography 

Thornhill A, Lewis  P, Thornhill, A., Lewis,  P., Note commas and full stops 

Millmore M and Saunders Millmore, M. & Saunders, Note of ‘and’, ‘&’ 

MNK (2000) Managing 

Change: A Human Resource 

Strategy Approach, FT Prentice 

Hall, Harlow 

M.N.K. (2000), Managing 

change: A human resource 

strategy approach. Harlow: 

FT Prentice Hall 

Note use of order, use of 

colon, comma and full stop 

 

 


