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1. Introduction (2-3 pages) 

 

It highlights the major topics that are covered and provides background information on why 

the data in the report was collected. It also contains a top view of what’s covered in the 

report. 

The "Introduction" of an activity report identifies the activity to be undertaken. The following 

points needs to be covered under the Section of ‘Introduction’: 

1) Objectives of the activity: The goal/objectives of the activity need to be stated under 

this section. 

2) Importance of the activity: The importance of the activity needs to be detailed out 

which explains its purpose. 

3) Overall background for understanding the activity: The Activity given needs to be 

elaborated with its background- how the activity is conducted, what are the steps 

being undertaken in performing the same etc. 

 The objectives of the activity are important to state because these objectives are usually 

analyzed in the conclusion. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Main Content  

 

Index (this is optional) 

1. Xxxxxxx 

2. Xxxxx 

3. xxxxxx 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The main content of activity report includes following main headings: 

1. Executive Summary (1- 2 pages) 

An executive summary should summarize the key points of the report. It should restate 

the purpose of the activity report, highlight the major points of the report, and describe 

any results, conclusions, or recommendations from the report. It should include enough 

information so the reader can understand what is discussed in the full activity report. 

 

2. About the company (4-5 pages) 

The first step is to conduct research on the company’s history. The second one is to 

create a mission statement - this will provide the reader with some background 

information about the company and what it does. 

 

3. Theory about the topic (relevant to topic based on question selected) (6-7 pages) 

It provides an overview of theory text, current knowledge, allowing you to identify 

relevant theories, methods, and gaps in the existing research that you can later apply to 

your activity topic.  

For example, topic on market segmentation shall include the theory related to the same. 

 

4. Objectives of Activity (According to topic selected) (may be repetition) (1 page) 

• Pinpoint the major focus of your activity research. 

• Break down your research focus into research objectives.  

• Write your research objectives in the SMART format.  

• Keep your number of objectives limited.(3 to 4 max.)  

• Use action verbs. 

 

5. Methodology adopted (Survey methods) (6-7 pages) 

 

Data Collection, its Analysis and Interpretation (Questionnaires and its 

interpretation through diagrams / graphs/ flowchart)  

• Explain your methodological approach. 

• Describe your data collection methods. 

• Describe your analysis method. 

• Evaluate and justify the methodological choices you made. 

 

 

 

 

 

 



3. Conclusion (1-2 pages) 

 

<<The report conclusion is an extremely important part as it lists out the learnings/knowledge 

the student has gained after performing the activity.>> 

The conclusion typically involves the following –  

• Summarize the Main Points: Briefly recap the key points and findings of your 

activity. Mention the objectives and goals you set out to achieve. 

• Listing the successes and possible limitations: Listing out the successes and possible 

limitations of the activity report is quite important as this awards the readers the much-

needed perspective of what is NOT dealt with in the report. This further clarifies the 

goal of the activity. 

• Address the Hypothesis or Purpose of the activity: If your activity had a specific 

hypothesis or purpose, discuss whether it was supported or disproven based on your 

findings or whether the purpose of the activity was fulfilled or not.  

• Discuss the Significance of your activity: Write a few paragraphs explaining why the 

results of your activity are important and / or relevant. How does your activity report 

contribute to the broader understanding of the topic you had chosen and what fresh 

perspective have you gained through it which will help you in your overall academic 

enrichment? 

• Describe the process used: Describe the step by step process / flow of your actions to 

complete this report for better understanding of the readers. This might also include the 

challenges that you might have faced and the ways in which you tackled those 

challenges. 

• Listing points about what was observed and what is the take of the student on such 

observations. 

• What were some interesting observations and what made them interesting. 

• Suggestions and Recommendations: If your activity can accommodate certain 

suggestions and recommendations, kindly do include those. Suggestions are typically 

informal and casual in nature, while recommendations are formal and address a specific 

challenge or limitation faced.  

• Connecting your activity’s learning objectives with hypothesis / observations you 

made will be fruitful. 

• End on a Strong Note: Conclude your report with a memorable statement or reflection 

that leaves a lasting impression on the reader. 

• Keep the paragraphs in the conclusion coherent: This essentially means the 

paragraphs given in the conclusion shall be connected with each other. Apart from that, 

a larger pan-report coherence is also expected where the central theme is not lost 

throughout the activity report. Furthermore, the conclusion should also conclude on the 

points discussed in the introduction and main content logically. No idea taken up in 

introduction or main content shall be left hanging. 



• Remember that the conclusion should tie together all the elements of your report and 

leave the reader with a clear understanding of the significance and outcomes of your 

activity.  
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