
                                                                               E.D.M 

Date: - 11/05/2020 

Class: - Diploma 6th sem (Mech+Auto) 

Topic: - Common errors in Project report preparation 

Sub. Teacher: - Mr. Abhishek Chandra Bhatt 

 

A report is described as a document with key information covering a specific time period, and 

communicated in oral or written form. Or, more commonly, the bane of every project manager’s 

life! 

Between gathering data, accommodating the needs of every stakeholder, formatting, and 

getting the document distributed on time – project reports are often a time-consuming task. 

However, there is no denying the value of reports, both as a means of controlling your project 

and improving team communication. If you want to make reports a little easier to prepare and 

more useful for your audience, try to avoid these five common mistakes. 

1. Not including what your audience actually needs 

Project teams and stakeholders are busy people who are unlikely to appreciate anything that 

wastes their time. 

Before creating a report, take a step back to consider what information your audience needs to 

support your project. Ideally, the communication preferences of each audience were 

documented during the project planning phase. Refer to the communication plan to identify key 

factors such as the frequency or format of a report. If the plan doesn’t exist – just ask! 

As the project progresses, remember to check in with report recipients periodically to make sure 

the information, format, and frequency is still useful to them. Taking time to accommodate 

these preferences will make your report relevant, increasing the chances of the recipients 

reading and acting on the information. 

Once the report is complete, look for any information gaps or unclear analysis. Your reader 

won’t keep coming back for further clarifications, potentially delaying important decisions or 

actions. 

http://www.businessdictionary.com/definition/report.html


2. Lack of standardized templates 

Hands up if you have ever wasted hours pulling together and formatting a report only to discover 

a pre-existing template was ready and waiting for you? Yep, I can own up to that mistake. 

Aside from saving time, a project report template provides a consistent format and structure 

that your audience is familiar with, thus boosting engagement with the document.  Why confuse 

your audience by using purple as a risk indicator if they are used to red? 

It’s also important to check the type of report required; a task status report will differ from a 

risks and issue report. Is your report formal, informal, financial, annual, technical, fact-finding 

or problem-solving? 

If you are using a project management software tool, take a look at available report templates 

as a starting point. A tool such as Bright Work includes a range of reports for different audiences, 

which are easy to customize as needed. Work with your stakeholders and team to agree on a 

format, and ensure this is implemented. 

 3. Too much information 

We live in a data driven world and project management is no different. The right data aligns the 

team, improves decision-making, and drives success. However, just because you can track and 

report on every aspect of a project doesn’t mean that you should. Information overload will 

deter and confuse readers. Returning to the first point, your audience is time-short so it’s best 

to use summary data with clear interpretations and recommended next steps.  What does a 

resource shortage actually mean? What’s needed to rectify the situation? Who is responsible 

for each task? 

Where possible, provide links to roll-up dashboards to allow readers to drill down further as 

relevant to them. 

 4. Not using project reports 

With the fast-paced nature of projects, we are all a little guilty of creating and sharing reports, 

which are consigned to the ever-growing pile of documents on our desk. If this happens often, 

why bother generating the report in the first instance? Use reports as much as possible, for 

example, during one-to-one discussions with team members, team and stakeholder meetings, 

and at agreed intervals during execution. Reports also provide useful inputs when documenting 

lessons learned and identifying any processes which require improvement. 

https://portal.brightwork.com/sites/pmpoint/marketing/mpo/mpwt/MPWT%20Project%20Documents/work.com/sharepoint-templates/sharepoint-project-management-reporting


5. Ignoring a mistake 

We’ve all been there – a report sent late or emailed to the wrong person. Incorrect or missing 

information. A typo on page one. Mistakes can and will happen. The worst mistake is pretending 

nothing happened or ignoring the root cause of the problem. Reports are part of your 

communication toolbox; they help build rapport and trust with your team and stakeholders. 

Your response to a mistake will speak volumes about your leadership and respect for others. 

If you do make a mistake with a report, the first step is to acknowledge the error and correct it. 

Don’t blame others or become defensive. Next, look for ways to prevent the mistake in the 

future. Do you need to create a recurring calendar reminder to circulate the report on a given 

day? Should the team review and change how they provide information to you? Mistakes are a 

great learning opportunity so make the most of them to demonstrate you are a proactive and 

trustworthy manager. 

The development sector has transformed over the past few decades. The transformation is 

attributed to continuous learning which has largely been embraced by sector. The value of an 

accurate report cannot be overemphasized. A report influences strategy development, 

development of new interventions and methods. A report forms the basis for learning. Any 

individual keen on continuous development in the sector will read various reports. Thanks to 

technology multitudes of reports are a click away and readily available on the internet (thank 

you all for sharing!). In this article, I am focusing on what I think are the most common errors 

without taking into consideration context or the type of error.  

According to the Indian Institute for Human Settlements (IIHS), Writing in the development 

sector often lacks imagination, consistency and clarity. Too often the focus is on writing a report 

to meet a deadline rather than writing it well. Technical terms, convoluted sentences, plurality 

of voices and a lack of context make the content inaccessible to a larger audience”.  

 

Pressure to deliver and the need to impress donors has led to certain tendencies in the sector 

and this is normally reflected in reports. When one prepares a report, they always think about 

an audience, the impression the report gives and the resultant response. Without any doubt, 

certain practices are detrimental to learning in the sector. Often this can neither be blamed 

directly on practitioners nor on organizations do they work for. According to Wikipedia, A report 

or account is any informational work (usually of writing, speech, television, or film) made with 

the specific intention of relaying information or recounting certain events in a widely 

https://hbr.org/2010/04/youve-made-a-mistake-now-what


presentable form. As a practitioner in the development sector here are 9 blunders you should 

avoid when preparing a report.  

1. Generalization, do not prepare a report that is too general (the first indicator for copy and 

paste). This is common when similar interventions are implemented in different geographical 

locations. 

2. False Equivalence, When discussing an intervention in two different areas or implemented at 

different times in the same area, do not ignore obvious temporal and spatial variations for 

examples. For example, WASH disease prevalence in the rainy and dry season in Southern 

Africa.  

3. Failure to differentiate a scientific study report and a project report. Do not prepare "hybrid 

reports". These are neither scientific study reports nor project reports. Be elaborate and clarify 

the criterion used to derive certain conclusions in a report.  

4. Failure to point out the weaknesses of your own approach. Understandably for fear of 

reproach there is a tendency to highlight the positive outcomes only. Weakness if presented at 

all it is often done in a subtle way. 

5. Overestimating the meaning of data. Data collection is a tedious process. Before you collect 

and present data think can the data be collected, organized and analyzed? Most importantly ask 

yourself does the data mean something? 

6. Treating visualizations like an end goal. Do not be accustomed to preparing project reports 

with a standard list of calculations i.e. mean, median, range and minimum and maximum et 

cetera. But after crunching the easy numbers, can you tell which direction to explore next. Are 

you sure these computations accurately represent something in your context? 

7. Selective reporting. In projects that cover a wide area there is the temptation to overly focus 

on one area or group. A balanced report must have an accurate analysis of all groups involved 

in a project. Selective reporting could also be biased towards a section of the report maybe the 

cost effectiveness of an intervention but less on what was done and the impact thereof.  

8. Incomplete reporting. Do not prepare a report that leaves the reader with more questions 

than answers. A report that ends prematurely. The writer concentrates on what they perceive 

is important without taking the audience into consideration. 



9. Too many visuals. Do not get me wrong I love the use of visuals where appropriate as long 

they say something. Add information, discuss add value to your images, graphs and pictures. A 

picture may be worth a thousand words but do not leave it to the readers to find out what those 

thousand words are.  
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