WRITING A REPORT
Taken from: Working with communities: a toolbox IFRC
What is it?

Reports are written for supervisors, donors, community stakeholders and most importantly for ourselves. Reporting is a very important tool for information sharing, awareness raising, reflecting on the major issues and documenting and systematizing achievements and challenges. A report can be written during all stages of a project: to consolidate the information gathered during the assessment, to update the monitoring data, to provide feedback on the plans, or to document the overall process of a project.

Use it to…

· Highlight the Red Cross/ Red Crescent response and effectiveness in delivering the project

· Indicate the lesson learned and make recommendations relevant to the current situation and focus on the outcomes and results

· Reports are useful tools for lobbying, advocacy, soliciting funds, and raising awareness

Tip!

Remember to include feedback from the community when writing up the issues.

Benefits

If easily accessible and regularly referred to, reports are a way of maintaining institutional memory of what activities have been done, what went well, and the lessons learned.  

Reports are beneficial to assemble all the interpretations and conclusions, identifying recommendations, reflecting on the lifecycle of a project and consolidating all the information. 

Pitfalls

Quality over quantity is critical in report writing. Managers, donors, staff and volunteers are much more likely to read a report which is a few pages rather than hundreds of pages long. Make sure the information that you are presenting is SMART (Specific, Measurable, Attainable, Realistic and Timely).

Gender issues

Think about including a section on gender in the report to detail how the project has affected the lives of men and women, their participation at different stages and what considerations exist for the future.
How to use this tool

	Step 1


Gather facts

The report should document the entire process of the project, but remember to be clear and concise to make sure your report will actually be read rather than sitting on a shelf!  If you have maintained an effective and simple monitoring and filing system, the process of writing the report should be easy.  

Make sure facts presented are reliable and accurate. Tools you may want to refer to include Secondary Sources, outcomes of Focus Group Discussions, analysis of Community Maps or Transect Walks, the Problem Tree or Logical Framework, as well as the data presented in the Monitoring and Evaluation tools.

	Step 2


Outline objectives & audience

Clarify your objectives in writing the report. Why are you writing a report? What is the timeline? Who will be involved?

Determine who the audience is. The information presented will be tailored differently if the final document is meant for agencies external to the Federation or if it is for the Red Cross or Red Crescent national societies. Similarly the writing style should be different if it is meant for a manager or a community committee.

Tip!

Use simple language. If writing is in English it might be helpful to consult the plain English websites: http://www.plainenglish.co.uk or http://www.plainlanguage.gov. 

	Step 3


Key Messages

A report is an excellent way to raise awareness about what have been done. Make sure the achievements, challenges, and lessons learned are clearly identified.

If appropriate, use the report to reflect upon expenses made on the project. If the community committee is holding a budget, the report is often used as a request for more funds to be released and a summary of what has been spent and how it has been spent.

	Step 4


One responsible person

While consultation with the community and those implementing the project should happen, at the end of the process, one person should be responsible to finalize the report.

	Step 5


Approval and dissemination
Once the report has been finalized, submit it to the key people responsible. This may be the project leader, Branch Manager, someone at National Headquarters or the Board. Once they have reviewed and approved the report, disseminate it to all interested parties - this could be government, non-governmental organizations, or other branches.

Make sure copies are distributed and remain in the community.

An Example

(From Participatory Community Development: Country Coordinators Manual)

· Introduction: Why? Where? Why are we writing this report? What are the aims of the report? 

· Background: Some basic information about the beginning of the programme. This may include the reason for the initiative and the process to identify the project.

· Main content: Determine the structure: chronological; challenges, barriers, lessons learned. It is very important to plan, before you write. You may want to write about the methodology, the facts, the events as well as illustrating the community work with concrete stories, quotations and photos. The project concept should be presented very clearly, with an explanation of all the components. 

· Annex: Use this section for visual information such as pictures, statistics, diagrams or maps. 

Federation Examples

· Federation Handbook on Monitoring and Evaluation

· Gender Perspectives: Tools and Checklists

· Guidelines for Youth Policy and Strategy: A Step-By-Step Approach

· How to do Vulnerability Capacity Assessment; A Practical Step By Step Guide for Red Cross and Red Crescent Staff and Volunteers

· Indian Red Cross ToT Curriculum for Community Based Disaster Management

· Participatory Community Development: Manual for Country Coordinators
· Participatory Community Development: How to write a Good Report
Next Steps

Distribution

Once the full report and summary have been approved and finalized, they should be distributed to all interested stakeholders. At country-level, the national society will decide who should receive the full report, or who needs the summary. Summary reports may be added to the International Federation webpage upon request of the National Societies. 

Advocacy

National Societies may also consider disseminating report findings as an advocacy tool. This can be done through press releases, press interviews, radio/television coverage.

Program Improvement

Incorporate the recommendations and feedback in the report. How can the findings of the report improve the program at the community level? If there are concrete actions to be taken, make sure people are delegated clear roles and responsibilities to carry out these tasks.

