A Comparison of a report and an essay:

Report

Essay

It often describes, analyses and investigates
information on past events, and often
recommends future actions.

It seldom relates to past events and seldom
recommends future actions.

It usually aims to solve problems or to
improve a situation, by making informed
recommendations.

An essay presents logically supported ideas
relating to a topic or an issue. The aim ofan
essay can vary depending on the instructional
words in the essay question, such as discuss,
critically analyse, explain and describe.

It is often based on reading and fieldwork (e.g.
interviews) or reading and practical work (e.qg.
experiments).

It is often based on reading, and occasionally
on fieldwork.

It has many parts under headings such as terms
of reference, findings, conclusions and
recommendations. May use sub-headings.

It has 3 main parts: introduction, main body
and conclusion. Usually an essay has no
headings or sub-headings.

Paragraphs and complete sentences are used.

Paragraphs and complete sentences are used.

It uses a numbering systemand sometimes
bullet points.

It does not use a numbering system or bullet
points.

The conclusions are logically deduced and
interpreted from the relevant information
collected.

The (single) conclusion is usually a summary
of the key points covered in the main body.

It has citations and a reference list.

It has citations and a reference list.

It can include a bibliography, glossary and/or
appendices.

It rarely has a bibliography, a glossary and/or
appendices.

It is addressed to a superior or client, but it is
often meant to be read by your tutor.

It is written for your tutor.
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