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I	have	joined	some	international	seminars,	but	I	have	never	shared	you	all	the	kind	of	report	that	I	wrote	for	my	boss.	Well,	a	report	is	indeed	important,	not	only	as	a	follow-up	evaluation	for	my	boss	whether	it	was	a	good	value	for	the	time	and	money	that	was	spent,	but	also	as	test	for	my	ability	to	remember	and	jot	down	things	very	quickly.	Here
are	some	tips	that	I	can	share	you:	1)	write	down	your	impressions	of	the	seminar	and	the	presenter	as	soon	after	the	event	as	possible	and	while	everything	is	still	fresh	in	your	mind.	Don’t	postpone	too	long,	your	immediate	evaluation	is	a	necessity.	2)Identify	the	elements	of	the	seminar	that	resonated	the	most	positively	with	you,	and	those	are
mostly	the	key	ideas	in	the	presentation,	which	should	be	based	entirely	on	what	you	personally	got	out	of	it	3)Identify	the	full	title	of	the	seminar	you	attended,	the	date,	time	and	location	of	the	program,	and	the	name	of	the	speakers	of	the	seminar.	4)	Assess	whether	the	presenter	had	the	credentials	and	the	experience	to	make	their	material	and	its
context	credible.	5)	Don’t	forget	to	type	your	repot		Recently	attended	seminar	how	do	I	report	thanked	the	writer.	Basics	Steps	to	Writing	a	Technical...	Marketing	Report	Format	How	to	Write	a	Good	Data	Analysis...	What	Are	the	Typical	Components...	How	to	Write	a	Report	for	the	Boss	How	to	Format	a	Business	Report	How	to	Write	a
Comprehensive	Report	Five	Characteristics	of	an	Effective...	How	to	Write	an	Executive	Summary...	How	to	Write	a	Media	Report	How	to	Write	Up	a	Report	How	to	Write	Business	&	Technical...	How	to	Write	a	Business	Report...	How	to	Write	a	Project	Report	How	to	Write	a	Postmortem	Report	Checklist	for	Writing	an	Executive...	How	to	Format	a
Title	Page	for...	How	to	Write	a	Factual	Report	If	you	have	read	10	Things	To	Do	Before	You	Write	Your	Seminar	Report	then	you	are	ready	to	start	writing	your	report.	Note	that	various	schools	have	their	different	formats	of	writing	a	seminar	report	and	it	may	also	differ	by	departments.	However,	the	following	shows	the	general	format	of	writing	a
seminar	report.	Purchase	my	book	on	Seminar	Report	Writing	&	Presentation	for	the	complete	package	to	getting	an	A	in	your	Seminar.	(Leave	a	comment)	We	have	the	Preliminary	pages	and	the	Main	pages.	A.	Preliminary	pages	These	are	the	first	few	pages	of	your	report.	These	pages	usually	come	before	the	Table	of	Contents	with	it	included.	It
comprises	of	the:	Cover	page	Title	pageCertification	pageDedication	Acknowledgment	Table	of	ContentTable	of	Tables	Table	of	FiguresSummary/Abstract	1.	Cover	Page:	This	is	the	very	front	of	your	seminar	report.	It	usually	contains	the	Title	of	your	work,	your	Name,	Matriculation/Student	number,	Department,	Faculty,	University	and	Date	(month
&	year).	Example	of	a	Cover	Page	2.	Title	Page:	This	is	the	page	immediately	after	the	Cover	page.	It	is	similar	to	the	Cover	page	but	contains	the	following	information	–	“a	seminar	submitted	to	your	department,	faculty,	in	partial	fulfillment	of	the	requirements	for	the	award	of	B.Sc.	(Hons)	degree,	University”;	the	name	of	your	Supervisor	and	Date
(month	&	year).	Example	of	a	Title	Page	3.	Certification	Page:	This	is	the	3rd	page	of	your	seminar	report.	It	is	where	your	Supervisor,	Head	of	Department,	Dean	of	your	Faculty,	etc	confirm	or	certify	that	you	are	the	one	that	wrote	or	carried	out	the	work.	It	contains	the	name,	signature	and,	position	of	the	persons	certifying	your	work	and	the	date
they	did	so.	Example	of	a	Certification	Page	4.	Dedication:	This	is	a	simple	page	where	you	dedicate	your	report	to	God	and/or	your	loved	one(s).	You	are	free	to	use	your	wordings	here.	Example	of	a	Dedication.	Source:	SlideShare	5.	Acknowledgement:	This	is	where	you	appreciate	or	acknowledge	people	that	helped	you	in	your	report	writing.	It
usually	comes	in	this	order	–	acknowledging	God	(1st	paragraph),	your	Supervisor	(2nd	paragraph),	Head	of	Department	and	other	lecturers	(3rd	paragraph),	Spouse	(4th),	parents,	siblings,	children	(5th)	and	any	other	person	(last	paragraph).	You	are	also	free	to	use	your	wordings	here.	Example	of	an	Acknowledgement.	Source:	SlideShare	6.	Table
of	Content:	This	is	where	all	the	major	contents	(headings	&	subheadings)	are	listed	together	with	their	page	numbers.	Preliminary	pages	are	usually	numbered	using	roman	figures	(i,	ii,	iii,..)	while	the	main	body	of	report	are	numbered	with	figures	–	1,2….N.	Example	of	Table	of	Contents.	Source:	Obika	7.	Table/List	of	Tables:	Here,	the	titles	of	all
the	tables	in	your	report	are	listed	out	with	their	page	numbers.	Example	showing	Table	of	Tables	or	Table	Index	8.	Table/List	of	Figures:	Here,	all	the	figures	–	images	and	charts,	in	your	report	are	listed	out	with	their	page	numbers	except	those	in	the	appendix.	Example	of	Table/List	of	Figures.	Source:	SHSU	Library	9.	Summary:	Some
institutions/departments	prefer	to	use	the	word	‘Abstract’	and	prefer	to	put	it	immediately	before	the	Table	of	Contents.	So	confirm	which	one	to	use	before	you	start	writing.	The	Summary	is	basically	where	you	sum	up	your	whole	work/report.	It	is	usually	the	first	thing	that	is	read	about	your	work.	So	it	has	to	be	interesting	enough	to	capture	the
reader’s	attention	letting	them	know	how	interesting	your	report	is.	It	should	be	concise	(usually	about	150-200	words,	not	more	than	a	page)	and	at	the	same	time	capture	all	the	main	points	of	your	report.	So	briefly,	state	the	background,	problem	addressed	or	reason	behind	your	topic,	causes,	risk	factors,	solutions	derived,	prevention	&	control
measures,	results	that	have	been	achieved,	impact	on	the	public	and	conclusion.	B.	Main	Pages	This	constitutes	the	body	of	your	work.	It	is	divided	into	4-5	chapters	depending	on	the	format	your	institution/department	chooses	and/or	the	bulk	of	your	work.	These	chapters	are	further	broken	down	into	Sections	and	Sub-sections	with	a	one	to	three	or
more	points	numbering	system.	It	starts	with	an	Introduction	and	ends	with	a	Conclusion.	Chapter	1	–	IntroductionChapter	2	&	3	–	as	required	by	your	topicChapter	4	–	Summary,	Recommendation	&	Conclusion	Chapter	1	–	Introduction:	This	is	were	you	introduce	the	topic	of	your	seminar	report.	It	acts	as	a	preview	of	your	paper	and	has	to	be	very
engaging.	Begin	with	a	sentence	or	sentences	that	will	immediately	capture	one’s	attention.	For	example,	if	you	are	writing	on	Breast	Cancer,	you	could	begin	with	–	‘Breast	Cancer	is	a	disease	that	has	affected	over	50%	of	the	world’s	population	in	less	than	5	years.	Its	devasting	effect	can	be	seen	around	the	world.	In	Africa,	40%	of	the	population
have	lost	at	least	one	woman	to	breast	cancer	and	in	the	United	Kingdom,	16.5	million	people	are	suffering	from	the	disease.	The	Asian	community	has	recorded	6,000	deaths	in	less	than	3	years	while	the	United	States	of	America	have	recorded	4,500	deaths	in	the	last	2	years	due	to	this	horrendous	disease’.	Please	note,	the	above	statement	on
breast	cancer	is	NOT	TRUE!!!	But	it	captured	your	attention	right?!	This	is	a	very	good	example	of	how	interesting	your	introduction	should	be.	Start	discussing	your	topic	at	once	and	let	your	readers	understand	your	position	in	the	first	paragraph.	Think	about	what	you	want	to	discuss	in	your	report,	it	will	help	you	frame	what	you	want	to	write	in
your	introduction.	Identify	the	main	points	in	your	report	and	explain	how	your	work	fits	or	contributes	to	the	current	thought	on	your	topic.	Also	explain	why	your	contribution	is	important.	Here	are	more	things	you	could	add	to	your	introduction	as	your	Chapter	1,you	could	write	them	as	subheadings,	sections	or	in	different	paragraphs.	Definition
and/or	concept	of	your	topic.	State	the	problem	Background	information	Statistics	globally,	by	region,	state	or	country.	Population	it	affects.Its	effectsWhy	is	it	important	to	research	on	it	Bear	in	mind	that	apart	from	the	definition,	little	discussion	on	the	others	should	be	done	if	you	are	going	to	delve	deeper	into	them	in	your	Chapters	2-3.	Purchase
my	book	on	Seminar	Report	Writing	&	Presentation	for	the	complete	package	to	getting	an	A	in	your	Seminar.	(Leave	a	comment)	Chapter	2-3/4:	What	you	write	in	these	chapters	depend	solely	on	your	topic.	Remember	to	arrange	them	in	Headings	and	Subheadings	or	Sections	and	Sub-sections,	anyone	you	wish	to	use	or	specified	by	your
department	/institution.	You	should	delve	deeper	into	the	things	you	introduced	in	your	Chapter	1	like	statistics,	affected	areas/population,	effects,	etc.	Below	are	examples	of	things	you	could	discuss:	TypesCausesEffects	or	Impact	(eg	‘Impact	on…’	or	‘Effects	of…	‘)Prevalence	or	Disease	Burden	(epidemiology)	Factors	(eg	‘Factors	Affecting…’)	Risk
factorsPrevention	ControlTreatmentManagementSolutions	3.	Chapter	4/5:	This	is	where	you	summarise	your	work,	offer	recommendations	and	conclude.	In	this	order:	SummaryRecommendationsConclusion	Summary:	This	is	where	you	you	sum	up	all	you	have	written.	It	is	a	brief	but	comprehensive	description	of	all	you	have	written	from	Chapters	1-
3/4.	The	aim	is	to	describe	all	you	have	discussed	in	a	short	(not	too	short)	and	meaningful	way.	The	Summary	at	the	beginning	(among	the	preliminary	pages)	is	different	from	this	one	at	the	end	as	it	is	likened	to	an	Abstract	or	an	Executive	Summary.	The	summary	at	the	end	sums	up	all	you	have	written	from	the	beginning	to	this	point	but	an
executive	summary/abstract	in	relation	to	this	kind	of	seminar	report	includes	the	background,	problem	addressed,	factors	addressed,	and	other	main	points	written	in	your	report	and	a	little	on	your	conclusion.	Recommendations:	This	is	where	you	suggest	what	you	want	people	to	follow	when	carrying	out	future	studies.	It	is	important	to	the	plans
you	have	to	move	your	field	of	study/research	forward.	They	are	framed	from	what	you	have	found	or	maybe	interested	in	doing	in	future.	Think	about	what	you	have	gotten	out	of	your	study	and	possible	ideas	you	might	have	for	future	studies.	You	could	write	about	steps	that	are	essential	to	implement	particular	policies	and	the	resources	that	would
be	needed	to	do	so.	You	could	also	include	the	benefits	of	future	research	in	your	field,	how	there	is	a	need	to	fill	certain	gaps	in	your	work	you	were	not	able	to	cover	for	certain	justifiable	reasons.	You	can	also	suggest	potential	new	developments	in	your	field	and	how	your	study	is	relevant	to	them	or	if	additional	developments	need	to	be	added	to
your	work.	Make	sure	all	recommendations	given	are	easy	to	adhere	to	and	can	be	implemented	appropriately.	It	should	not	be	too	complicated	or	hard	to	use	in	any	way.	Conclusion:	This	is	the	final	piece	that	concludes	your	work	and	has	to	be	helpful	and	interesting	to	anyone	who	reads	your	report.	First,	reflect	on	what	you	have	written	and	think
of	the	best	possible	way	to	end	it.	Next,	you	could	synthesise	what	you	have	talked	about	by	putting	everything	together	and	explaining	lessons	that	might	be	gained	from	your	discussions.	Think	about	how	it	might	change	people’s	view	of	your	topic/subject.	You	could	also	explain	why	your	topic	is	important,	how	it	affects	people	generally	or
specifically.	What	are	the	broader	implications	of	your	topic?	Why	does	your	topic	matter?	You	could	also	return	to	your	opening	discussion	if	you	offered	an	anecdote	or	a	quote	earlier	in	your	report	and	explore	how	the	information	you	have	put	together	implicates	that	discussion.	Bear	in	mind	that	a	good	conclusion	should	explain	what	could	be
done	with	the	newly	acquired	knowledge.	It	should	answer	the	question,	‘So	what?’.	The	conclusion	is	written	for	a	reader	who	has	already	read	your	report	as	opposed	to	the	abstract	which	is	written	for	someone	who	is	yet	to	read	your	report.	References	and/or	Bibliography:	References	refers	to	a	list	where	all	the	in-text	citations	you	have	made	in
your	report	is	written.	It	is	commonly	known	as	a	Reference	List,	a	list	of	all	the	references	cited	in	the	text	of	your	report	listed	in	alphabetical	order	at	the	end	of	your	report.	This	is	similar	but	different	from	the	Bibliography	which	will	be	explained	later.	Note	that	all	references	cited	in	the	text-body	should	be	in	the	reference	list	and	all	the	entries
in	the	reference	list	should	be	there	in	the	text-body.	A	Reference	is	a	piece	of	information	in	brackets	or	footnotes	within	the	text	of	your	writing	which	acknowledges	that	you	are	using	another	person’s	idea.	In-text	Citation(s)	when	you	cite	a	reference	within	the	text	of	your	report.	You	have	to	provide	a	reference(s)	when	you	have	written	an	idea
that	is	not	your	own	original	idea	throughout	the	text	of	your	report.	Different	institutions/departments	have	their	different	styles	of	referencing.	But	the	common	ones	are	the	American	Psychology	Association	(APA),	Harvard	and	Vancouver	methods.	Find	out	which	method	to	use	from	your	supervisor.	Bibliography:	This	differs	from	a	reference	list	as
it	is	a	list	of	All	the	reference	material	you	consulted	during	your	research	for	your	report.	It	lists	all	the	sources	used	in	writing	your	report.	Different	styles	are	also	used	to	write	a	Bibliography	so	find	out	which	one	to	use	from	your	supervisor.	Note	that	each	reference	in	your	reference	list	needs	to	contain	all	the	bibliographic	information	from	the
source.	Go	through	your	report	and	ensure	you	have	cited	all	your	sources	(via	in-text	citation	&	reference/bibliography	lists)	as	not	doing	so	is	classified	as	plagiarism.	Hence,	it	could	lead	to	rewriting	your	whole	report	or	worse,	failure	of	that	course.	Also	note	that	some	institutions/departments	may	require	you	to	use	just	a	Reference	List	or
Bibliography	while	some	may	require	you	use	both.	Ensure	you	find	out	the	one(s)	to	use	from	your	supervisor	before	you	start	writing	your	report.	Appendix:	This	is	where	you	put	those	things	that	are	important	but	can	not	fit	in	the	main	presentation	of	your	report.	There	are	different	reasons	for	using	appendices	–	for	example,	if	the	material	is	too
long	and	has	too	many	details,	a	manual	or	schematics	of	something	you	discussed	in	your	report.	Appendices	usually	occupy	a	lot	of	pages	so	carefully	think	about	what	you	want	to	include	to	avoid	your	total	report	from	being	bulky.	Roman	Numerals	are	used	to	number	appendices	–	Appendix	I,	Appendix	II,	Appendix	III,	etc.	However,	recently
numbering	using	capital	English	Letters	–	Appendix	A,	Appendix	B,	Appendix	C,	etc	maybe	acceptable.	Note	that	if	you	have	just	one	appendix,	it	should	not	be	numbered.	Purchase	my	book	on	Seminar	Report	Writing	&	Presentation	for	the	complete	package	to	getting	an	A	in	your	Seminar.	(Leave	a	comment)	Hopefully	this	guide	will	enable	you
write	your	seminar	report	appropriately	and	fantastically.	Wish	you	all	the	best	in	your	Seminar.	Read	Writing	Format	of	A	Seminar	Report	to	know	how	to	arrange	your	report	properly	–	typing	instructions,	page	dimensions,	etc	to	boost	your	grades	in	your	Seminar.	If	you	liked	this	writeup,	feel	free	to	SUBSCRIBE	to	receive	notifications	of	new	posts
via	email.	Also	feel	free	to	share	the	link	to	this	guide	with	your	friends.	

The	seminar	and	workshop	are	designed	to	:	1)	provide	insight	and	understanding	regarding	the	key	concepts	2)	review	and	discuss	the	phenomenon	of	varieties	of	research	methods	and	of	each	is	selected	for	the	appropriate	purposes	of	…	08/09/2013	·	Sample	seminar	report.	1.	FORMAT	FOR	SEMINAR	REPORT	M.Tech	(CSE	/	ECE)	–	IVth	Semester
Seminar	Report	Each	student	is	required	to	write	a	comprehensive	report	about	the	seminar.	The	report	should	consist	of	15	to	…	The	purpose	of	a	post-event	report	is	to	assess	the	effectiveness	of	a	seminar	exhibition	or	training	session	and	identify	the	reasons	for	its	success	or	failure.	The	training	workshop	was	opened	at	930	am.	One	difference
between	the	workshops	was	that	the	students	attending	the	two-day.	Feedback	Letter	after	training	positive	feedback.	12/06/2019	·	If	you	want	to	write	a	successfu	l	post-event	wrap-up	report,	follow	these	helpful	professional	tips:	Schedule	time	to	write	and	publish	the	report	within	48	hours	of	the	event.	Take	good	notes.	Include	photos	and	video	or
audio	recordings;	make	sure	to	embed	them	in	the	post.	Linking	to	these	resources	is	recommended.	Hopefully	you	had	a	chance	to	attend	the	2014	ASIS	seminar	in	Atlanta	and	had	a	GREAT	time	There	were	a	lot	of	great	exhibits,	speakers,	and	opportunities	to	network	,	11	things	to	do	after	the	ASIS	seminar	Scan	you	cards	,	How	To	Write	A	Daily
Activity	Report	That	Matters...	Writing	a	training	report	is	not	as	difficult	as	you	might	think.	With	impressive	observatory	skills	and	constant	notetaking,	you	can	surely	ace	the	process.	To	be	more	specific,	you	can	make	training	reports	in	just	six	easy	steps.	And	…	07/05/2018	·	Report	on	Workshop	&	Seminar.	Workshop	and	Seminars	are	an
inherent	part	of	____	School	Name____	culture.	Repeatedly	these	workshop	and	are	organised	for	the	benefit	of	Students.	A	few	glimpses	of	the	same	are	:	Advertisement.	A	workshop	on	Life	Skills	by	Mr./Mrs._________,	a	writer	actor	and	motivational	speaker	was	organised	for	the	students	...	24/09/2021	·	Write	the	name	of	the	reporter.	Provide	a
suitable	title/heading.	Write	in	past	tense.	Write	in	reported	speech	and	use	passive	form	of	expression.	Develop	ideas	(causes,	reasons,	consequences,	opinions)	logically.	Write	in	a	…
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