
 

 

 

 

 

 

Definition: 

 The body of a report is where the main content, analysis, findings, and 
discussions are presented in detail.  

 It follows the introduction and precedes the conclusions and 
recommendations sections. 

Structure of the Body 

1. Introduction to the Body 

 

 

 

 

2. Main Sections and Subsections 

 

 

 

 

 

 

Body of the Report 

Transition smoothly from the introduction to the 
main body of the report. 

Recap briefly the objectives and scope of the 
report to provide context for the reader. 

Organize the body into main sections and 
subsections based on the report's structure and 
the complexity of the topic. 

Use headings and subheadings to clearly delineate 
different sections and topics within the body. 

Ensure each section flows logically from the 
previous one and contributes to the overall 
narrative of the report. 



 

 

 

3. Content and Analysis 

 

 

 

 

 

 

 

4. Data Presentation 

 

 

 

 

 

 

 

 

 

 

Present the main content, analysis, and findings 
related to the report's objectives. 

Provide detailed information supported by 
evidence, data, or examples gathered through 
research or investigation. 

Analyze the data or findings to interpret their 
significance and implications within the context of 
the report's objectives. 

Include tables, charts, graphs, or other visual aids 
to present data effectively. 

Ensure data presentation is clear, labeled 
appropriately, and supports the points or 
conclusions being made in the text. 

Provide explanations or interpretations of the data 
to help readers understand its relevance to the 
report's objectives. 



 

 

 

5. Discussion and Interpretation 

 

 

 

 

 

 

6. Integration of Sources 

 

 

 

 

 

 

 

 

 

 

Analyze the findings in relation to the research 
questions or objectives stated in the introduction. 

Discuss the implications of the findings and their 
significance for the topic or issue being addressed. 

Compare and contrast findings with existing 
literature or theories to provide context and depth 
to the analysis. 

Incorporate references and citations to support 
arguments, findings, and interpretations. 

Use reputable sources and academic literature to 
strengthen the credibility and validity of the 
report's analysis. 



 

 

 

7. Addressing Limitations 

 

 

 

 

 

 

 

 

 

Writing Style and Tone 

1. Objective and Professional:  

 

 

 

2. Clear and Concise:  

 

 

 

 

Acknowledge any limitations or constraints that 
may have affected the research or data collection 
process. 

Discuss how these limitations may have impacted 
the findings and interpretations presented in the 
report. 

Provide recommendations or suggestions for 
addressing these limitations in future research or 
studies. 

Maintain an objective and professional tone 

throughout the body of the report. 

Use clear and concise language to convey 

information and arguments effectively. 



 

 

 

3. Avoiding Bias:  

 

 

 

4. Logical Flow:  
 

 

 

 

Conclusion of the Body 

 Summarize Key Points:  

 

 

 

 

 Reinforce Objectives:  

 

 

 

 

 

Present information and analysis impartially, 

avoiding personal bias or subjective opinions. 

Ensure paragraphs and sections flow logically from 

one to the next, maintaining coherence and 

readability. 

Recap the main findings, analysis, and discussions 

presented in the body of the report. 

Highlight how the content of the body addresses 

the objectives stated in the introduction. 



 

 

 

Transition to Conclusions:  

 

 

 

 

 

 

 

 

 

Here's an example of how the body of a report might be structured: 

Introduction to the Body 

Brief overview of the report's objectives and scope. 

Main Sections and Subsections 

Section 1: Market Analysis 

 Demographic Trends 

 

 

 

 

 

 

Prepare the reader for the conclusions and 

recommendations that will follow in the 

subsequent sections. 

Example Structure 

Analysis of demographic data collected. 

Presentation of demographic shifts and 
implications for market strategy. 



 

 

 

Subsection 1.2: Consumer Preferences 

 

 

 

 

Section 2: Competitive Landscape 

 Industry Analysis 

 

 

 

 

 SWOT Analysis 

 

 

 

 

 Data Presentation 

 

 

 

 

Survey results on consumer preferences. 

Discussion of key findings and their significance. 

Competitive analysis of key players in the industry. 

Comparison of market share and positioning. 

SWOT analysis of competitors. 

Evaluation of strengths, weaknesses, opportunities, 
and threats. 

Visual aids such as charts, graphs, or tables to 

illustrate market trends and competitive analysis. 



 

 

 

 Discussion and Interpretation 

 

 

 

 

 
 Recommendations 

 

 

 

 

 Conclusion of the Body 

 

 

Interpretation of findings and implications for 
market strategy. 

Comparison with industry benchmarks and best 
practices. 

Strategic recommendations based on the analysis. 

Actionable steps for implementing recommended 
strategies. 

Recap of key findings and discussions. 

Transition to the conclusions and recommendations 
sections. 


