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NOTICE
DATE:- 21-05-2022

This is inform all the students and faculty members that the one day seminar based on
"Structuring Your Report: A Step-by-Step Approach” will be delivered by Dr. Amarjeet

Singh, Professor, Innovative College of Pharmacy, Greater Noida.

Venue: Seminar Hall
Date: 27-05-2022 (Friday)
Time: 12.00 pm —2.00 pm

Copy to :- 1. Academic Director

[

. Registrar
3. Faculty Members
4. Notice Board

3. Notice File

Plot No. - 6, Knowledge Park - 2, Greater Moida, U P. - 201308, (Near Knowledge Park - 2 Metro Station)
Ph: 0120-2328355 | Website - www.innovativepharmacy.in | E-mail innovativepharmacy01@gmail .com
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Report on Seminar

Topic: “Structuring Your Report: A Step-by-Step Approach”
Date: 27-05-2022
Venue: Seminar Hall

Speaker: Dr. Amarjeet Singh

Introduction

Writing a well-structured report is crucial for effectively communicating information and ideas.
This seminar focuses on a step-by-step approach to structuring a report, ensuring clarity,

coherence, and impact. It covers key components, best practices, and common pitfalls to avoid.
Objectives

1. To understand the importance of report structure.
To learn the essential components of a well-structured report.

To explore techniques for organizing and presenting information.

bl Fo i

To identify common mistakes and stratégies for improvement.
Step-by-Step Approach to Structuring a Report

I. Planning:
= Define the purpose and scope of the report.
o Identify the target audience and their needs.
o Create an outline of the main sections and sub-sections.

2. Research and Data Collection:
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o Gather relevant information from credible sources,
o Organize data systematically for easy reference.

o Take detailed notes and record citations.

Lok

Writing the Draft:
o Start with the main body sections (Findings, Discussion) before writing the
Introduction and Conclusion.
o Use clear and concise language.
o Ensure logical low and coherence between sections.
4. Revising and Editing:
o Review the draft for clarity, accuracy, and completeness.
o Check for consistency in formatting and citation style.
o Proofread for grammatical and typographical errors.
5. Formatting:
o Follow any specific guidelines provided (e.g., font size, margins, citation style).
o Use headings and subheadings to organize content.
o Include page numbers and a table of contents.
6. Final Review:
o Ensure all sections are complete and well-organized.
o Confirm that all references are accurately cited.

o Get feedback from peers or mentors and make necessary revisions.

Conclusion

A well-structured report is essential for effectively communicating information and ideas. By
following a step-by-step approach and adhering to best practices, writers can create reports that
are clear, coherent. and impactful. This seminar provides a comprehensive guide to structuring

reports, ensuring that participants are well-equipped to produce high-quality work.
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Figurel: Photographs of honorable speaker presented valuable lecture on “Structuring Your
Report: A Step-by-Step Approach”
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Figure 2: Photograph of faculty members with students attending a seminar on “Structuring Your

Report: A Step-by-Step Approach”
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