
 

 

GUIDANCE: 
PRESENTING REPORTS 

Introduction 
 

1 If you have submitted a report to a committee or meeting, it is likely that you will need to 
attend that meeting to present the report. You may be able to attend for your report 
only or you may be asked to attend the whole meeting. Discuss the arrangements with 
the secretary of the committee or meeting. 

 

Format of the written report 
 

2 If the report   is   for a  committee,   the  written  report  should  have  been complied with 
the report guidance and include a report coversheet. 

 

Presenting 
 

3 The purpose of the report will affect the way you present the report. 
 

(a) Reports for information 
 

(i) Introduce yourself ‐ Unless the Chair has already done so, introduce yourself 
briefly; your name and role in relation to the report is sufficient. 

 

“I am Jo Bloggs, I work in the training department and am here to present this 
report on the management training opportunities offered to staff.” 

 

(ii) Overview and Questions ‐ Presume that the Committee members have read 
your report. There is no need to reiterate the entire contents of the report. A 
brief introduction, advising when the Committee will receive a further report 
(if applicable) and an invitation to answer questions is sufficient. 

 
“The detail of the management training opportunities is contained in the 
report; a further update on progress will be brought to the Committee in 
January. I would like to invite any questions.” 

 

“There is a brief update to paragraph 14, since the written report was 
produced the number of staff that have attended the new manager training 
sessions has increased from 30 to 50.” 

 
(iii) Updates  ‐  If  something  has  changed  since  you  wrote your report then briefly 

outline the changes. 
 

(iv) Response ‐ Respond to any questions through the Chair. 
 
 



 
 

 

(b) Reports for discussion 
 

(i) Introduce yourself ‐ Unless the Chair has already done so, introduce yourself 
briefly; your name and role in relation to the report is sufficient. 

 

“I am Jo Bloggs, I work in the training department and am here to present this 
report on the management training opportunities offered to staff.” 

 

(i) Overview and Questions ‐ Presume that the Committee members have read 
your report. There is no need to reiterate the entire contents of the report. A 
brief introduction, advising when the Committee will receive a further report 
(if applicable), summarising the key points that you would like the 
Committee to discuss / feedback on and inviting questions is sufficient. 

 

i.e. “The report presents the management training opportunities offered to 
staff during 2008/09. I have put together the management training timetable 
for 2009/10 which is set out in paragraph 17. You will notice that I intend to 
split the supervisory training into two separate sessions this year, one for staff 
that are currently supervising other staff and one for staff that aspire to 
become supervisors, as feedback from the previous sessions has strongly 
recommended this. I would welcome the Committee’s views on the sessions 
proposed in 2009/10, particularly the intention to split the supervisor training, I 
am also happy to respond to any questions the  Committee  might  have. I 
hope to provide a further update report to the Committee in September next 
year reviewing the effectiveness of the 2009/10 sessions.” 

 

i.e. “Since the written report was produced the number of staff that have 
attended the training has increased from 30 to 50” 

 

(ii) Response ‐ Respond to any questions through the Chair. 
 

(c) Reports for decision 
 

(i) Introduce yourself ‐ Unless the Chair has already done so, introduce yourself 
briefly; your name and role in relation to the report is sufficient. 

 

(ii) i.e. “I am Joanne Bloggs, I work in the academic office and am here to present 
the proposed academic strategy for 2009‐ 2012.” 

 

(iii) Overview and Questions ‐ Presume that the Committee members have read 
your report. There is no need to reiterate the entire contents of the report. A 
brief introduction, advising when the Committee will receive a further report 
(if applicable), summarising the decision you would like to the Committee to 
make and inviting questions is sufficient. 



 
 

 

i.e. “The academic draft strategy is attached in appendix 1. It has been 
consulted on with the core staff indicated in paragraph 5 of the report. This 
Committee provided feedback at its last meeting in June and I have addressed 
the points raised and made changes where appropriate; paragraph 8 provides 
the full detail. I would now like the Committee to formally recommend to 
Academic Board that the academic strategy is approved. I am also happy to 
respond to any questions the Committee might have.” 

 

(iv) Updates ‐ If something has changed since you wrote your report then briefly 
outline the changes. 

 

i.e. “Since the written report was produced the consultation with  the Research 
Committee, referred to in paragraph 5 has taken place. 

 

(v) Response ‐ Respond to any questions through the Chair. 


