
Report structure that works 
for readers

Your writer self is getting in the way of great reports!



How did you learn how to 
write reports?
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• At university
• By copying previous examples



When you sit down to write a 
report, what’s on your mind?
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• Audience
• Content
• Tone, voice, using the right words
• Sounding professional and credible
• Following the rules of good writing



As a reader, when you pick up 
a report…
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• What do you want to see?
• What do you want to know?



Imagine what your reports 
would look like…
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• If you wrote them like a reader
• If you put yourself in your readers’ shoes



Say hello to your 
WRITER SWITCH
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• Your reader self leaves the room
• You revert to what you’ve been taught instead of what 

you know instinctively
• What you’ve been taught gets in the way of writing that 

works for readers
• Your writer self is getting in the way



Imagine what your reports 
would look like…
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• If you turned off your writer switch
• If you wrote like a reader
• If you put yourself in your readers’ shoes



Here’s what the research tells 
us that readers want
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Check in with yourself as we go through to see if it feels true 
to you as a reader…



98% of readers skimread
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98% of readers skimread
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• So use statement headings



Readers come with questions
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1. What is this ABOUT?
2. How is it RELEVANT to me?
3. What’s the BOTTOM LINE?

We have to tell them those three things first. They are boxes 
we MUST tick so that a report works!
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Here’s what that looks like…



Then, what else do they want 
to know?
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• Answer their questions in order
• Don’t forget we can use the filter
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Write like a reader
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• It takes courage
• It WORKS
• If you’re worried about resistance, watch 

webinar number 4!



And remember - stay in touch!

shelly@shellydavies.com
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