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6.5.1 Reason for the research
Early in the introduction, the reader should get an idea of why the text is
important and why the research was done. you can best do this by giving
background information describing The probtem and indicating the
importance of finding a solution.

Background information
Readers usually need some background information to put the report in the
right context. This will often take the form of a sketch of the situation in
which the nature of the subject and its place within alarger framework is
explained.

BACKGROUND TNFORMIITION

. The General lntelligence and Security Service (AlvD), which operated from 1949 to
2oo2 under the name of Domestic security service (BVD), is managed by the
Minister for lnternal Affairs. Between 194g and now the world has crtangeo
considerably. These changes have not gone unnoticed by the AIVD.. During a heavy storm on the North sea last month, gg containers were washed off
a Lebanese container ship. six of these containers are filled with the extremely
toxic agricultural pesticide Apron plus.

Problem
Presentation of background information should lead naturally to a
description of a problem. The problems may sometimes be very serious
ones and finding a solution quickly may be critically important. For example,
aftera fire drill in a chemical factory, itwas discovered that half the fire
extinguishers were not working properly. The problem does not necessarily
have to be a problem in that sense of the word: a report can also have
optimisation of a certain computer programme as its aim. The ,,problem,' 

in
this case might be that the existing programme should be faster and more
user-friendly.

PROBLEM

. The idea most Dutch people have that the AIVD is a secretive organisation is
outdated. The AIVD has developed into a government organisation that aims to
give a full and open account of its activities and to contribute to the protection of
vital interests within the Dutch community. However, the nature of this task may
make it necessary to keep working in secret. The desire for openness and the
need for secrecy may be at odds with each other.

. From 16 January onwards, thousands of bags of a particular toxin have washed
ashore along the coast of North and South Holland. A number of bags have 6uys1
and the sea water and the beach contaminated by their contents.

lmportance
Readers are stimulated if they realise that it is important that the problem
be solved. Sometimes this is sufficienily clear from a description of the
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@ lntroduction
The introduction forms a gateway into'tfie report: the reader can see what

question *"' ";;;;;;'"; 
;;;;"; il:lnu 

the research was done'

Broadly speaKrng' an introductiot :Tt];t; 
of three parts: the reason for

the research' tnË'ui* of the researcn anJ an outline of the report' This

division'no'tO'i""'""Jgnizanfeinthe'structureoftheintroduction:an
introduction,,h";f;'J;u ld consi st 

"i 
iniË" ottgra phs' three pa ragraph

groups, o' in tn!'lu-tu'oi u tong report' even three sections'

The following abridged example of anintroduction will illustrate this' The

titte of the ,"orïî.*"ê"ieltion ot an element-analysis apparatus for the

Falcon coPPer mine.''

)

EXAMPLE OF AN INTRODUCTION

Reason Ê,:i:ii:ï:"ilris apparatus is used to determine the metal

content of ores' Element analysis is the analysilg of u

til:H;;;[r''t[""i*oioàietmininstheweightpercentase
of element X in that subsù;;' The oie 

"!:111L'"ust 
have a

,"i1"'.'r"i"''.ont.nt if mining it is to be economjcallv

feasible' This so+alled "t;toi grade" is dependent on the

piice ot metal and tn" 99ntn 
of irre ore yldeq:o^1nd'among

otherthings'Assuch,itiiàipaiamountimportancethatthe
metal content of the rntn"Jà[-unO of the ore'that is still to be

mined be known at "wg*" 
æitiin time' This-is achieved by

continually tat<ing sampte"-àni 
"uOt"quently 

analysing them'

l"*iift#*i*:ll":'"J'::"ilff î1i"Àff 
JJi'T'"'

reached the end of its tecfrnical life' necessitating the

ffi;;;; à n"* 
"ru*"nt_analysis 

apparatus shortly'

Aim :i';#i:,;ffilî: lH;:î"Tiffi'.iÏ'J.:',"SîiJffiy''"
;i,iffi ù;: i r ::w;riy*:: nfj.â iiîiÏilfJ'i"*
of the apparatuses aval

devices that can o"t"'*ii"1ftu weight percentage of copper ln

;;,"u,;;""'",91':i:"i;il9:ï:t,"ffJ;;î':"ToÎ:i*o
absorption sPectromet(

olasma mass spectrometer (lCP)' lh" T*y l:T"scence
H"Ë;;;; iiin ""J'tii" 

àptical emissions spectrometer

(OES) - will be examined'

StructuraldescriptionThereportissetout.asfollows.chapter2describestheway
that the four elementa'nàrvJt upput"tu:": y:k' Then in

Chapter 3, the evaluatiol'iii*'i"'"t" s-et o:t and the devices

are evaluated utto'oinË'io tÀàse criteria Chapter 4 contains

the results unO 
'"'o*'i"ndation: 

which apparatus is regarded

as the best buy'

.:

i

;i

(



@ Noordhoff Uitgevers bv

MÂ'N OJESI'Oru TOOUAGUE

The aim of this report is to look rnore
deeply lnto the position of men and
\{omen in the computerization industry.
Salaries will also come up for drscussrbn.

This research uses fuzzy logic in
attempting to chart the decision
strateges of members of the Lower
House.

The aim of this report is to present the
causes of leaking losses at the
propylene stomge at the Plastics location
in Geleen.
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MAIN QUEST'ON CTFIR

The aim of this report is to compare the
position of men and women in the
computerization industry. The way jobs
are divided between the sexes will be
examined and the question of whether
there are differences in salary between
men and women investigated.

The research uses fuzzy logc in charting
the decision strategies of members of
the Lower House.

This report answers the following
question: what are the main causes of
leaking losses at the propylene storage
at the Plastics location in Geleen?

Avoid unclear formulations of the main question. Readers will become
confused if you announce that you will "try To find a solution" or that in the
report there will be "recommendations if these present themse/ves.,, They
are not likelyto take the report seriously if the writer appears to have little
confidence in his own research.
when you see this type of hedging, it is usually because the first version of
the introduction was written before the research was completed. At that
stage the writer is not sure yet whether he will be successful in answering
the main question and whether it will be useful to make recommendations.
This being the case, the introduction must be revised after the research is
completed.

NOl CONF'DE V7LY FARMULÆi ÊD CONF/DENTIY FO RMA LATED

The main question need not necessarily take the form of a question

GOOO MAIN QUESTION IN THE FORM AF A

STAÎEMENT

GOOO MAI'V qUESTION IN THE FORM OF A QUESTION

Procedure
lndicate briefly how you have collected the data for your report (literature
study, experimental research, questionnaires, simulation).
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oroblem and it is not necessary to pay any additional attention to it' Keep

in mind, however, tf'tut *nif" tf'é impoitanée of your research is often very

"il;;;;;;this 
might not alwavs be the case for vour readers'

IMPORTAiICE

. rt is therefore of the utmost importance for the ArvD to develop a policy that

makes the desired G;;;. ùssible without jeopardising the secrecy that may

. îïiil,ffil1i'HË":,3î;e effect the asricultural pesticide has on surrace water

is very urgent at tne nloÀeni. During a cottision-oetween a tanker and a barge tast

month, s'rerat o"rruirîi'*r"'ùiroÀ'nni"t',eo upin the Rhine- L?n 
b?1"1t have not

as yet been ,u.ou"J and tne Department of vt'bterways is deliberating whether a

larg+scale se'rch i"îro"m"A. tà make a Cecision, information about the effects

of iPron Plus is essential'

It is sometimes preferable to make the importance of your report clear

after delineating the mai'iqu"ttion' tt to' yo' will need to describe what

can be achieved ov finoinglïànt*"t to tÉe main question: you could

;;;;;;,1;, 
"*ut-ptu, 

no'i tne conclusions' insights' analvses or

inventories you formulateO tan Oe applied' You could also make the

importance of your 
'""'îJ 

tËu' nv inàicating who the people are that will

benefit from them'

IMPORTANCE AFTEB MÂIN QUE5TION

This report presents a method for the anarysis of the internal climate of offices' By

usinE this method, b"ttdil ;;""g"rs can àetermine to what extent their own

nuild]ng is a "sick building'"

6.5.2 Aim of the research

The aim of the researcn Lntàtputtes the most important question

addressed in the report (il;;;;;'"sli:n]' ll^-e^wav 
in which the main

question is answered ttne ÀetfroOt' and the preconditions and starting

points, which serve to d;i;;;i; th" Àain question further' and as such'

form Part of the research aim'

i::iJffilÏriulated main question makes.it clear to the readers what

they can expect. f n tn" ittt Ë^utpf" that follows' it will not be clear to the

reader of the original #';;;;iln whut exactlv has been investigated

because the terms used are too vague'

(

-l
L
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GE) The chapters between introduction and
conclusion

The core of the report consists of numbered chapters that are often
subdivided into sections. rt is a good idea to start each chapter with a
short introduction in which you give some information about the rayout of
the chapter. This opens up the report to the readers: if they do not read the
whole report they can still get a quick overview of the part they are
interested in' The extra information can herp them to decide whether they
have indeed chosen the right chapter.
The introduction does not arways have to be in the form of a comprete
section: if the introduction consists of two or three paragraphs these do
not have to be numbered. rf the introduction is ronger than this it is better
to make it into a section of its own. Do not make it too detailed: a division
into subsections or lower should be avoided.

IT{TRODUCTIOTI TO A C}UIPTER

g THE CHOICE OF G4RR'AGE FOR MAGNEÏ'C ÏRA'NS
Several types of caffiage are suitable for magnetic trains. At this st€ge, three types
have been sufficiently well developed to permit turther anatysis lVerkàrk, ZOOgi: the
WagonStar, tJle lVagonArrow and the WagonClassic. ln this éttapter, these three types
are compared on the basis of cost price, speed, capacity and maintenance costi per
kilornetre. On this basis a preliminary choice was made.

3.1 Thewagonstar

It is sometimes advisable to finish off a chapter with a conclusion or
summary. A conclusion is warranted if a problem based question is posed
in the introduction to the chapter: for example: "what research method is
the most suitable?" The chapter's conclusion should provide the answer to
the question. we recommend giving the concrusion an informative heading:
for example, "Conclusion: renovate the station."
Only include a summary if the chapter is long (five or more pages, say). But
regardless of the length of the chapteç the summary should be very short
and concise: atthe most, half a page. lf you can, presentthe main results
in the form of a table.

GD Gonclusions

Most readers of the report wiil at least rook at the concrusions. some
readers - decision-makers, for example - will very often skip the main
chapters and go straight from the introduction to the conclusions. The next
five suggestions may be of assistance in making the conclusions
accessible to all your readers.
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PROCEDURE

surgeons.

The application possibilities oî Bhotogramrnetry in facial reeonstruetlons were

investigated by means "îu-rtuÂj 
nt tf," literature and interÏl'Ws with five plâstic

Terms and conditions and other parameters

The writer should outin" tiJ lulË"t oi'ft" report carefully' referring on the

one hand to the externali;';;;;"onditions of the research' and on the

other, to limitations on tne-iesearch imposed by the writer himself'

some types of report (J;;;;;;;ign reports)contain a large number of

terms and conditions anJ research parameters. These wiil usually be set

out in a separate ctraptei 
""iitr"O 

"set of requirements" or something

similar. In this case, ontf tfre main.ones ?1: l:^ntion"d 
in the introduction

These serve to give tn"""uJ"t an idea of the restrictions imposed on the

research design

Terms/eodltions Because the appâratus has to be used in the operating theatre'

refiabi;t;;;tdËasurements and durability of the apparatus are

essential design conditions'

Lîmitations The design of the test lo!:t.lout 
not take into consideration that

tn"tuï"i oâ àstrictions on the size of the apparatus'

b.S.g Description of the teport's structure

After the main question ;;; ;;;t ior*'tut"o' the report writer should

explain how the report wi'lî;;swer ttre question' The reader must be able to

look up the various 
"nuptàË ""J 

sections in the table of contents and be

able to understand U"t t"n" J""cription of how the report is structured why

these parts ur" n""",'u'u ""J*nJit"r"il:1t11 
thev have to each other' ln

other words, tne section in how tf'" report is structured is where the writer

tuX"t tf'u broad outline of his report clear'

lf various methods "* 
;";;;; to in the individual chapters' the description

of the report', ,tr,.tu'"-'Àmetimes includes an explanation of the methods

used.

DESCRIEING HOW lHE REPORÎ IE STRUCruRED

ln order to answer the main question of this relort, chapter 2 firstty describes what

chemicals are present ilï;;;;;;; water and in what concentrations' This was

determined after samptes were taken from sampting points (see Appendix 1 for the

comptete results). cnupùiî*i,Ë*pruin how thg ttr-ree purification rÏrethods operate'

chapter 4 contains un Ju',i"iiàn oiÛre meÛroci accoroing to leÉally pfesoribed

criteria. conclusions 
"" 

i;',h; ;;,hoo *ort 
"uitunru 

for purifying the water are to be

found in ChaPter 5.
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Concluslon

WELL.ORGANIZED CONCLUSIONS

5 CONCTUSTONS
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UNDERSTÂ,VDABIE INDEPENDENTTY

Concluslon
Hospitals do too little to limit the risks to
patients that are inherent in the
introduction of lCT. The security of ICT
applications and deùces is below par:
the norm (BS 7510 information security
concerns within the health sector) is not
complied with systematically.
A case in point is the Electronic patient
Record (EPR) with which many hospitals
are experimenting at the moment. lt has
been shown tlnt unqualified people can
easily gain access to patient data.

The "BS 7510 information security
concerns within the health sector" norm,
which speeifies hospital procedures, is
not systernatically complied with. This
will create risks for patients, particularly
with the introduction of EpR, which most
hospitals are working on ât the moment.

3 Conclusions shou/d foilow on direcily from earlier chapters
The conclusions shourd not come as a comprete surprise for a reader who
has read the whole report. ln other words, the reader should be able to
easily locate the basis for the conclusions in the preceding chapters.
lmplicitly, no new subjects shourd be broached in the concrusion either. rf
you have only discussed technical feasibility in a report on dyke
reinforcement in south Limburg, the concrusion shourd not dear with the
environmenta I consequences.

4 Conclusions shou/d be conclse
Readers who look up the conclusion section should be able to see at a
glance how many conclusions there are: every conclusion should be
numbered or be in a separate paragraph. Each paragraph or numbered
point should also be formulated in such a way that the key aspects of the
conclusion are at the start of the sentence.

The irnprovement in the quality of the letters written by the Mitsubishi Movernaster
robot arm has been achieved in two ways.. ïhe grip the robot has on the pen has been strengthened: the pen is now virtually

immovably fTxed in the gripper. The average deviation from the standard letter form
has been greatly reduced.. The uP and DowN routines have been adjusted. Lifting and lowering of the pen is
now problernfree. The distorted action previously appàrent has been completely
eliminated.

Thorough additional analysis on two other points has shown that no improvement can
be made on the solutions already chosen.

' Adding extra points to the letters and subsequently making the robot move from
point to point has not reduced the distortion. ln fact, it even increased.. Research into the connection between the speed of the pen and the quality of the
letters showed that the best results are achieved with the current speed (lomm/s).
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7 The conclusion should. provide an answer to the main question

There must be a direct 
"'ifo 

L"t*""n the main question (as set out in the

introduction) and the 
"ontiutiont' 

Make sure the conclusions always start

*'iÀât answer to the main question'

MAIN QUESTION

The aim of this investigation is to compare t\'vo systems for sewage treatment -
bubbte diffusing unO 

"ouni"r 
àn* Oitfuiing - with a view to determining what system

is most suitabre for the ..*à" i*rtmenf prant in Andel. Both systems will be

examined for purificatio" 
"m.i*rv, 

investment cost and energy consumption'

ANSWER I M M EDI AT ÊLY CLEAR

Bubble diffusion is the most suitable

system for the water treatment plant in

nnCO. m" investment costs are 30%

lower than for counter flow diffusion'

W[if" tfte purification efficiency of bubble

diffusion is lower...

lncidentally, not every report need contain a conclusion' lf the purpose of a

report is to give u Ou"'lpiion o'an inuuntorlJliilrout an opinion needingto

be attached to either), ,ri" un*"l. to the main question shourd follow in the

"otà 
ot the report immediately after the introduction'

For examPle:

ANSWER NOT CLEAR

The purification efficiency of counter flow

;ifiliù is 5% hiÊher, mainlv because of

tn"làng-.t contact time between bubbles

àno waier' The investment costs of

bubble diffusion are, however'

considerably lower, mainly because"'

DESCRIPTIVE MAIN QUESTION: NO CONCTUSION NEEDED

Thisreportdescribesthestatutoryregulationsapplicabletodatamanagementwithin
municiPalities

The main question is answered when the regulations have been described'

so a conclusion is not necessary'

2 Conclusions should be understandabte independently

The conclusions shoutO iË unOerstanOaUe for somebody who has not read

the rest of the work upu" tàt the introduction' These global readers may

not be familiarwltn terms itt"l"t" introduced in the core chapters of the

report. lf a term is inOispensiOfe to the conclusion it will have to be

redefined again'
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6 CONCLUSIONS AND RECOMMENDATIONS

6.7 Conc/usions
Research was done into why in the Netherrands onry 620/o ofthe passengers in theback seat wear a seatbert whereas gsz or Ûre orivers and front seat passengers doThe research yielded the following results:1 Many people do not wear a seatbelt out of habit; they forget to put it on orconsider it too much troubre. However, once putting a seatbert on has become ahabit, peopre do not abandon it easiry: u.u oi u seatbert becomes automatic.2 Knowing what the possibre 

"onruqrun.*, oi'not wearing a seatbelt are does nothave a bearing on whether a seatbelt is worn or not. [...]

6.2 Recommendations
Ïo promote the use of the seatbert in the back of the car, the foilowing measures arerecommended:
L An education campailln aimed at chitdren

Because wearing a seatbert is automatic behaviour, the education campaignshould be aimed at making wearing a seatbert aut.matic. chirdren are animportant target group in this respéct. rn order to encourage them to wear theseatbert, we recommend deveroping some sort of gadget ror reminoing them thatis placed inside the car. For exampÈ, ft courd be something the chirdren can crickonto their seatbelts. These would be distributed to schoolJby teams that havebeen formed for this purpose.
Mass media means such as biilboards and rv commerciars shourd be used as aback-up. [...]

2 Recommendations should be practicabte
The action you recommend shourd be capabre of being carried out by your
readers, or at reast, by some of them. Recommendations for further
research are not usefur for a pubric consisting onry of those who wiil carry
out the proposals.
The writer should not exceed the terms of his or her assigned task. A
student of aviation and aeronautics wrote in the report of his practicar
assignment that the department where he had done his practicar shourd be
re-organized, a recommendation that had nothing to do with his
assignment. The resurt was that his other recommendations, practicabre
ones, were taken less seriously by his readers.

3 Recommendations shoutd be concrete
Making recommendations is onry usefur if they are so concrete that it isclear to the readers what they shourd do. The crassic recommendation thatfurther research is required is armost arways too vague. rndicate exacily
what has to be examined further and why.

-_.d
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@ Recommendations

Recommendations are advice to the reader to take a certain course of

action, and as ;;; il;tt-involve actions that are practicable' lf the aim

of the text is to"Ëi"ve;;;"' in" t"*t often only contains recommendations

and no conclusion'
Yourconclusion.unorecommendationscou|deachformseparatechapters
or be included ;; td";; chapter' lf the latter' it must be immediately clear

tothereaderwhattheconclusionsareandwhattherecommendationsare.
Follow thé three guidelines below'

7 Recommendations should follow on from the conclusions

lf the report includes conclusions as well as recommendations' the

recommendati""ïth""rJ follow on directly from the conclusions' ln other

words, they 
'nourOlonltitute 

a translation of the conclusions into

recommended actions'

5 Conclusîons should be accurate 
.artare qnmetimes state

writers who want,o ,.nunJ,ÀrJ, "ury 
for,their readers sometimes state ln

their conclusions that one alteinative is cheaper' more efficient or more

accurate (better, in otno"*otOti ihun tf'" other' The actual facts are not

listed, merely the wrlters euuiuâtion' The reader' however' usually does

want the factuar oata as they are rikery to be cruciar to decision-making'

It is permissible to give tÀe iactual data in the conclusions in a more global

form than in the prevlout'"n"p"*' lf the costs have been calculated at

€tO,1'I7 '25,in the conclusion' this can be rounded off to just over ten

thousand euros'

N SU F F T C I E NT LY ACC U R AT E

To achieve a reduction in noise pollution

àu itâin traffic in 2o16, all goods trains

.'noufO be fitted with silent brake

systems. This will also reduce

investment in noise screens and home

insulation.

SUFFICIENTLY ACCURATE

ln order to achieve the desired reduction

of Z Oecinets in noise pollution by train

traffic in 2016, all goods trains will be

iiit"o *iÛt silent brake systems' During

the next five Years this will mean a

iuOu"tion of hundreds of millions of

uuiot in investment in noise screens and

home insulation.



@ Noordhoff Uitgevers bv

90

RECOMMENDAT'ON 
TOO VAGUE

iàt$'*,*Ï*îË*,i;iiïff 

-"
RECOMMEND ATION CONCRETE

::î: 1ï i :iff iîi' [ï:".':"3':;: iii "
ilJiotfiti"t of undenivater storage

:i;il;l;" be investigated' rhe

#Ëil;; dumPed in a dredsed

it""&ïÏÀo 
""vered 

bv clav or a pla.stic

ii*. ùu t".ommend investigating the'

l""i'o'*t Jthis option' since th€ main

;:##Ë" àt storing on an island

]'"ùit" Pàrttion - is avoided'

@ BibliographY

A bib'osraphy is not intendeg . i'!'::u'ij'"r':i',:g :iy.ffiiiil:i'J"'
Û'ui vo' t"t"t to in the text' Readers-y:';lïil"i;;;pr'' rÀ"v 

"ân 
t""

topicarity ",,nJàoï'i 
à"n in" ous' :ii5jJ: ;Xiifl;liTJ,i* """

wiletreiteaoing and recent publicatton

check the O"O'ili'""ti" tàst wftether vour data is accurate'

Various"''"'u"'lltti'*"iuàinc'tert''ntinut"ofElectricalandElectronrcs
Engineers)".i"ùïË;;;i","Ë'u"n""e"'l'à'*;::fn*n;;$""ïi::
lavout for the bibliographv and referen:;î;ffi;g"' 

'uth 
as Endnote

n:lî:ru;Ï il'if '; :îill; l'ffi ;;;iv r' to ch a nee ove r rro m

îïïv,"'-:"î'ïiiTli;",","brvbeorderedllP,l::î::;:Ï,iff iTi",'#"",

irîî,",'."f#:lltt;r*il,I1:"T*Tiip,#J:r,J;:'ii"ll:l*:1"
"ii""'t",4""1 

principle' the publications of each tt

eàupeo tosether uno'o"ninËtî' 'oà"'ti" ÎYill""1Ïi'e':,1^iJ|"I{'i3l;*"' o'

il:Ë';.i;Jctions for using sources and reterer

@ Appendices

Aooendices are a good way of keeping thg cole of the report clear and

:ffiff ;i;'"g.'l:'ii"il'.-ff ,';li:n:lgmî':ni$iffi 
'."

listings and the like can

" 
o oËii'. "''',T_ î :.:îH î [i il:# L" ro u r a p 0 e n d i c e s .

t<eep trre following in mind Yn"l'^']:îl;"" lli"it'". An appendix should

l"îi0",0o". ";lli ff,i:iî'"îi3:['il"#fffi " 
;;:; contents' ]'r"'"

alwaYs have a clear 1

are a number ot upæniit"îii"n tn"n :n:19 
o" numbered' lf the data

that you nave addeo'aËî"î *À"oiaiely understandable' a short

introduction at tne stlri àiin" upp"noix is 
'recommended'

.Thetextshouldbe;;i';#ilËwithoûtheappendices'Donottorce
vour readers to reat oîîr<ïî'i' â"0 t"*"'o'iJ;"";;Jî;::ili#ff:t ^

:Ï ; **;['L::lg î.lll ["4'ffHi-+i" o' 
" "î 

iin *''l 
e "''h :.'

appendices' rt i' 'à'îuti*"' " 
g""O ioea to inctuOe a simplified version

of a table in tn" t"ii'uio " 
oJ"i'"0 one in the appendix'


