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Executive summary (synthesis) 
1 page 

Report on PowerPoint 
Maximum 25 slides (without appendix) 

Mixed presentation  

Visual and attractive presentation
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What is expected of you? 
Requirements from Salomon



After doing all the hard work you have to communicate your efforts 
Not always as simple as it sounds! 
All the “real” work has already been done, but unless you communicate it in an 
effective way all your hard work and effort will be wasted 
The report is often the only part of the project others can see 

Understand who the reader is 
Focus your writing on those stakeholders that are most likely to need your results 
Think about why the readers want your report 

For evaluation? 
To make decisions? 
For information? 

Think about what the reader expects; what does he know already and what does 
he need to know?
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Communicating your results
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Communicatins

Communicator 

Who 
Message 

Medium 

In what way 

Audience 

To whom 

Communicator Audience Message 
Encoding Decoding 

Communication 

Field of experience Field of experience 



Introduction section 
Objectives of the report 
Why was the project done and what does it aim to discover? 

Methodology 

Results 
The bulk of the report 

Use summary charts and tables 

No research is perfect, you should mention the limitations
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How to organise your report?



Conclusions and recommendations 
Conclusions are opinions based on the results 

Recommendation are suggestions for action 

Appendix 
The “too …” material - Too technical or too detailed to go into the main body 

!
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How to organise your report?



Be confident and know your subject 
Avoid reading prepared text word for word 
If needed rely on brief notes 
Practice as often as needed 

Talk to your audience 
Point to the screen when needed, but don’t talk to the screen 
Make eye contacts 
Talk to the “nodders” 
Hold their attention 
Be enthusiastic! If you are not interested in your report, your audience won’t be 

Don’t read from the slides 
Your audience can read! 
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Important points when doing an 
oral presentation



Use visual aids to simplify the message and make it clear 
Interpret graphs for your audience 
See slides from Prof. Dr. Wagner on the CONSIDER 14 website 

Use your slides wisely 
Don’t over crowd your slides 
Use bullets 
Use a decent font size, different size for main points and secondary points 

Be ready to defend your results  
But don’t be defensive! 
Deal in a confident way with questions that may arise
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Important points when doing an 
oral presentation



Probably the most important part of every report! 
Normally the first and often the only thing others will read 

Brief summary of the report 
Grab your reader’s attention -  Short and to the point 
Summarises and helps the reader to extract a large body of information as quickly 
and easily as possible 
It has to “make sense” for people that have not read the report 
Nothing should be in the summary that is not in the report 
Written in a language that is appropriate for the target audience 
Relatively short paragraphs 
Should be written in the same order as the main report 
Gives the reader an overview of what is to come and makes a framework in their 
mind to fit the rest of the information into
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Executive Summary



The problem/task should be clearly defined  
The purpose 

Method(s) used to solve the problem/finish the task 
Discussion about analysis is seldom relevant  
Save the analysis, graphs and numbers for the report itself 

Main results/conclusions should be presented  
Concise statement of the conclusions you reached after conducting the analysis  
Focus on what is important for you target audience 

Recommendations with justifications 
Provide specific recommendation geared towards your audience with justifications
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Executive Summary
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Prefatory part 

REPORT 

Main body Appended parts 

Title 
page 

Letter of 
transmittal 

Table of 
contents 

Executive summary 
• Objectives 
• Methods 
• Results 
• Recommendations 

 

Introduction 

Methodology 

Results 

Conclusion and 
recommendations 

Data collection 
forms 

Detailed 
calculations 

General tables 
and/or graphics 

Bibliography 



Final report 
consistency with the research questions 

executive summary 

level and relevance of statistical techniques 

ability of being synthetic/visual 

quality of recommendations 

Final presentation 
equal participant for the members of the team 

confidence 

time management 20 + 10 

good connection with the audience 

good flow of presentation
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Criteria for the final report and 
presentation


