
HOW TO WRITE A PROJECT REPORT WITH EXAMPLES

At some point during the implementation of a project, a project report has to be generated in order to paint a mental
image of the whole project. Ultimately, a.

A lot of people will find it surprising to know how long they have been working on the project. Lastly, project
reports serve a basis for the decisions that have to be made at the top management level. Project Organization
Structure This metric looks at how the stakeholders participated in the project. Lesson Learned Give a brief
discussion of what the team learned when carrying out the project. Ensure that the report is evidence-based
and is supported by data A credible and extensive project report is underpinned by a significant amount of
data, whether it is about the performance of the team or a comprehensive report about the project results. It is
written with a topic sentence which, generally, gives an overview of what the article is about. Aside from the
project deliverables, another valuable output of a project is the learnings derived from the process and how it
will be translated into concrete concepts applicable to the business processes of the organization. It is, then,
supported by two or three supporting sentences which support the main idea of the topic sentence. Separate
Facts from Opinion You should never confuse the two when writing a project report, especially if you are
doing a post-mortem on a failed project. Some of these factors include: Duration and Effort by Project Phase
A brief account of how long it took for each phase of the project to be implemented is an excellent addition to
the report. Under this performance metric, the following aspects are measured: Final Cost Indicate the total
expenditures for the duration of the project. If possible, organize information into different sections so that
your intended readers will be able to easily identify the most relevant parts that they want to read first.
Emphasize the high points the project delivered, how efficiently it was done, and what has been learned from
the process. The company would then have to face serious consequences such as major lawsuits filed by the
client against the company. All necessary recommendations you can find in the handbook for students. You
may want to put it in an entirely different section, if possible. The numerical value assigned to the likelihood
and severity levels must remain constant throughout the duration of the whole project. Make it as objective as
possible There is a clear distinction between facts and opinions. Communication Management Under this
metric, communication throughout the duration of the project is assessed. The project report is a special
academic paper in which you not only describe and present your solution to the project problem, but also talk
about methods and other things you used to find the answer. What is important is that it gets the right
information across clearly and effectively. Create and add illustrations when they are required. Factual and
objective, this particular type of project report must be able to provide a realistic status of the project, as
business executives understand that everything may not go according to the plan. Be precise. If it is really
necessary to include a personal view or opinion, make sure to explicitly identify it as such. Designing an
effective and comprehensive project report is always a key that you need to keep in mind. And if your opinion
is required, be sure to clearly identify it as such. You need to have a solid foundation for you to make wise
decisions. Check our in-depth article on how to write an effective executive summary. It is written with a busy
executive in mind, someone who has a lot of important things to do and may find reading a lengthy piece of
prose a waste of precious time. Risk Treatment Prevention Plan: This enumerates the steps or action to be
taken to prevent the risks from occurring. Likewise, any terms used must be defined, and this definition must
be utilized consistently. He now spends his time helping people make the most out of their project
management software and entertaining his 5 year old daughter. References and appendices use only relevant
sources as references and adhere to the standards for citing. Also give an account of how escalated issues were
resolved and if they were delivered in a timely manner. Ideally, you want to organize information into
different segments so that your reader can identify relevant sections and quickly refer back to them later on.
Keys to an effective project closure report The closure report is mostly a summary of all efforts related to the
project. This initial risk register must be integrated into the project plan. You see, blindly creating a project
report is a recipe for disaster. It is measured through the following: Total Number of Changes Provide details
on how many changes were requested and how many were approved and implemented. So, a status report is
designed to document any improvement in the project business report and it is regularly submitted to the
supervising committee of the whole project. Opinions are subjective and should never be presented as
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absolutes. This will help you properly monitor the progress of your project as well as lapses that need to be
assessed. Case Converter How to Write a Good Project Report Being at college or university all students at
least once have to prepare a project report. Previous work you can focus on work previously done by other
researchers Chapters dedicated to the direct process of doing the project the biggest part of the paper, you
explain the logic and methods of your research, give detailed descriptions.


