
 

 

 
 

 

Writing a Business Report 
Writing Centre Learning Guide 

Overview 
 

1. Start your report with the main point. Why is this report important? Why was it requested? What 

has it found?  

2. Organise your content. Divide your information to blocks of topics.  

3. Give each block a title/heading.  

4.  







 

 

 
Each field has its own referencing style. The Faculty of the Professions often uses the Harvard 

Referencing Style. Your assignment instructions, or the course handbook, will mention which 

referencing style you need to use.  

 

You can view the Universityôs referencing style guides here: 

http://www.adelaide.edu.au/writingcentre/resources/referencing/ 

 

Keep in mind that each report is different depending on the task. The above is the standard 

structure of a report, but you can personalise it to match your assignment.  
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