HOW TO WRITE A REPORT (in English or in 日本語)
Scientific reports, such as
research papers, generally
follow a specific format, as
follows:
Title
Author’s names and affiliations
Abstract
Introduction
Results
Material and Methods
Discussion
Conclusion
References

However, for a Foundation in
Biology report, which is the
result of a literature survey, it
is not appropriate to follow the
scientific format, but instead
follow this:
Title
Author’s name and affiliation
Summary
Introduction
Presentation in sub-sections
Conclusion
References

Title

Title
Author’s name and affiliation
Summary
Introduction
Presentation in sub-sections
Conclusion
References

A succinct description of the content of the report.
Example: “The Taiga - a Northern Biome”

Author’s names
In your case, only one, and include your ID number.
Example:
Joe Bloggs 141234

Affiliation
This means the place of the research institute. For the report, write:
“Professor’s name, Department of Life Science, International Christian University”.

Example Title Page
Joe Bloggs 081234

The Taiga - a Northern Biome

Name and ID here too, please

Title of Report

by

Joe Bloggs 141234

Your name and ID

Foundation in Biology Report
Professor Ridge
Department of Life Science
International Christian University

Professor’s name

Title
Author’s name and affiliation
Summary
Introduction
Presentation in sub-sections
Conclusion
References

Summary
A brief description of the content of the report. This is given in a few
sentences to catch the MAJOR POINTS of the report.
You should write the summary LAST !
Example:
The Taiga, or Boreal Forest, is described in terms of its climate, vegetation,
soil, and sub-climaxes. Dominant floral and faunal species are presented in
their context and interactions: that is the various major and minor living
communities. Particular attention is paid to the latitudinal zones within the
forest and to variants due to major landforms, such as mountain ranges.
The report concludes with a section on human impact.

Example Summary

Summary
The Taiga, or Boreal Forest, is described in terms of its climate,
vegetation, soil, and sub-climaxes. Dominant floral and faunal
species are presented in their context and interactions: that is the
various major and minor living communities. Particular attention is
paid to the latitudinal zones within the forest and to variants due to
major landforms, such as mountain ranges. The report concludes with
a section on human impact.

Introduction
The taiga or boreal forest exists as a nearly continuous belt of
coniferous trees across North America and Eurasia. Overlying formerly
glaciated areas and areas of patchy permafrost on both continents, the
forest is mosaic of successional and subclimax plant communities
sensitive to varying environmental conditions. Taiga is the Russian
name for this forest which covers so much of that country. However,
the term is used in North America as well.
The report covers in detail how climate and latitude has shaped the
various sub-zones of the Taiga, how the dominating vegetation
influences floral and faunal communities, and how micro-climates
have shaped particular soils and subclimaxes ..........

etc

Introduction

Title
Author’s name and affiliation
Summary
Introduction
Presentation in sub-sections
Conclusion
References

This section “sets the scene” for the report. This is the part to present what the
report will be about. The Introduction should not be too long.
Example:
The taiga or boreal forest exists as a nearly continuous belt of coniferous trees
across North America and Eurasia. Overlying formerly glaciated areas and areas of
patchy permafrost on both continents, the forest is mosaic of successional and
subclimax plant communities sensitive to varying environmental conditions. Taiga
is the Russian name for this forest which covers so much of that country.
However, the term is used in North America as well.
The report covers in detail how climate and latitude has shaped the various subzones of the Taiga, how the dominating vegetation influences floral and faunal
communities, and how micro-climates have shaped particular soils and
subclimaxes ..........
etc

Example Introduction

Summary
The Taiga, or Boreal Forest, is described in terms of its climate,
vegetation, soil, and sub-climaxes. Dominant floral and faunal
species are presented in their context and interactions: that is the
various major and minor living communities. Particular attention is
paid to the latitudinal zones within the forest and to variants due to
major landforms, such as mountain ranges. The report concludes with
a section on human impact.

Introduction
The taiga or boreal forest exists as a nearly continuous belt of
coniferous trees across North America and Eurasia. Overlying formerly
glaciated areas and areas of patchy permafrost on both continents, the
forest is mosaic of successional and subclimax plant communities
sensitive to varying environmental conditions. Taiga is the Russian
name for this forest which covers so much of that country. However,
the term is used in North America as well.
The report covers in detail how climate and latitude has shaped the
various sub-zones of the Taiga, how the dominating vegetation
influences floral and faunal communities, and how micro-climates
have shaped particular soils and subclimaxes ..........

etc
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Presentation in sub-sections
This is the main body of the report, and is divided logically into
subsections according to the different sub-topics of the subject
matter. I will explain how to plan this section later.
Example:
1. Climate
1.1
1.2
1.3
1.4

subarctic and cold continental
temperature ranges
precipitation
sunlight

2. Vegetation (flora)
2.1
2.2
2.3
2.4

needleleaf coniferous gymnosperms
broadleaf: alder, birch, aspen
climax communities
primary, secondary succession

3. Soils
3.1 podsols
3.2 acidity
3.3 profiles

4. Sub-climaxes
4.1 bogs (muskeg)
4.2 pine forests
4.3 larch forests

5. Fauna
5.1 etc

6. Distribution patterns
6.1 etc

7. Human impact
7.1 etc

8. Etcetera
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Conclusion
This is a short section where you can make a closing comment about the
topic. It is NOT the same as the summary!
Example:
The Taiga is one of the major areas of the world, and although dominated by
only a narrow range of trees, nevertheless has distinctive and unique
complex communities of flora and fauna, and micro-climates. The severe
winter weather, which strongly influences both wild animal and human
activities, is mostly produced by the “continental effect”, where the very
major land mass is remote from ameliorative large bodies of water. The
Taiga also serves to supply human activities with resources, both surface and
sub-surface, and if carefully managed will continue to do so indefinitely.

References
Here you present details of the literature that supplied you with
information. This is a very important and essential part of the
report. Alphabetically ordered according to authors surnames.
Make a separate section for information taken from internet these should be numbered.
Example:
Campbell N.A., 1996. Biology. Benjamin Cummings Inc. USA. 4th
Edition. pp1073-1089.
Woodward S.L,, 2003. Biomes of the Earth: Terrestrial, Aquatic, and
Human-Dominated. Greenwood Press, USA. Chapter 5.
Internet References:
1. University of California, Berkeley, Museum of Paleontology.
http://www.ucmp.berkeley.edu/glossary/gloss5/biome/
2.
3.
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Using references in the text

Title
Author’s name and affiliation
Summary
Introduction
Presentation in sub-sections
Conclusion
References

For information quoted in the text, you must show where you got it from.
Example:
Fur-bearing predators like the lynx (Felis lynx) and various members of the weasel family (e.g.,
wolverine, fisher, pine martin, mink, ermine, and sable) are perhaps most characteristic of the
boreal forest proper (Figure 7). The mammalian herbivores on which they feed include the
snowshoe or varying hare, red squirrel, lemmings, and voles (Woodward, 2003).
Large herbivores are more closely associated with successional stages where there is more
nutritious browsing available and include elk or wapiti (Cervus elaphus, known as red deer in
Europe) and moose (Alces alces, known as elk in Europe). The beaver (Castor canadensis), on
which the early North American fur trade was based, is also a creature of early successional
communities, indeed its dams along streams create such habitats (Campbell, 1996).
Among birds, insect-eaters like the wood warblers are migratory and leave after the breeding
season. Seed-eaters (e.g., finches and sparrows) and omnivores (e.g., ravens) tend to be
year-round residents (Table 3). During poor cone years, normal residents like the evening
grosbeak, pine siskin, and red crossbill leave the taiga in winter (1).

Note these differences when using references in the text:

REFERENCED AS A SOURCE (text is in your own words)
The mammalian herbivores on which they feed include the snowshoe or varying hare, red
squirrel, lemmings, and voles (Woodward, 2003).

REFERENCED AS A QUOTATION (text is in the original wording of the source)
“The mammalian herbivores on which they feed include the snowshoe or varying hare, red
squirrel, lemmings, and voles” (Woodward, 2003).

Planning the writing of your report
MAKE A “SKELETON” - AN OUTLINE OF THE REPORT, then gradually “fatten” it with information :

Summary
Introduction
1. Climate
2. Vegetation (flora)
3. Soils
4. Sub-climaxes
5. Fauna
6. Distribution patterns
7. Human impact
Conclusion
References

Introduction
overall view
brief summary of major subsections

1. Climate
subarctic and cold continental
temperature ranges
precipitation
sunlight

2. Vegetation (flora)
needleleaf coniferous gymnosperms:
spruce, fir, pine, larch, tamarack
broadleaf: alder, birch, aspen
climax communities
primary, secondary succession

3. Soils
podsols
acidity
profiles

4. Sub-climaxes
bogs (muskeg)
pine forests
larch forests

5. Fauna
etc

6. Distribution patterns
etc

7. Human impact
etc

4. Sub-climaxes
4.1 bogs (muskeg)
1. poorly drained, glacial depressions
2. sphagnum moss forms a spongy mat
over ponded water
3. growing on this mat are species of the
tundra such as cottongrass and shrubs
of the heath family
4. black spruce and larch ring the edge
4.2 pine forests
1. in north America dominated by the
jack pine (Pinus banksiana)
2. occur on sandy outwash plains and
former dune areas
3. these are low nutrient, droughty
substrates
4. not tolerated by spruce and fir.
4.3 larch forests
1. on thin, waterlogged substrate in level
areas underlain with permafrost
2. open with understories of shrubs,
mosses and lichens
3. Alaska Larix larichina are localized
phenomena
4. Siberia east of the Yenesei River the
extreme continentality and nearly
continuous permafrost give rise to vast
areas dominated by Larix dihurica
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4. Sub-climaxes
4. Sub-climaxes
4.1 bogs (muskeg)
1. poorly drained, glacial depressions
2. sphagnum moss forms a spongy mat
over ponded water
3. growing on this mat are species of the
tundra such as cottongrass and shrubs
of the heath family
4. black spruce and larch ring the edge
4.2 pine forests
1. in north America dominated by the
jack pine (Pinus banksiana)
2. occur on sandy outwash plains and
former dune areas
3. these are low nutrient, droughty
substrates
4. not tolerated by spruce and fir.
4.3 larch forests
1. on thin, waterlogged substrate in level
areas underlain with permafrost
2. open with understories of shrubs,
mosses and lichens
3. Alaska Larix larichina are localized
phenomena
4. Siberia east of the Yenesei River the
extreme continentality and nearly
continuous permafrost give rise to vast
areas dominated by Larix dihurica

4.1 Bogs (Muskeg)
Bogs are poorly drained areas, often forming in glacial depressions that retain water.
The main species is sphagnum moss that forms a spongy mat over the ponded
water. Other plants can grow on this mat, such as cottongrass and shrubs of the
heath family, which are widespread tundra species. Trees such as black spruce and
larch ring the edge where the soil is not permanently soaked.
4.2 Pine forests
In the north American taiga, pine forests are dominated by the jack pine (Pinus
banksiana). They often occur on sandy outwash plains and former dune areas which
are are low nutrient, droughty substrates that cannot be tolerated by spruce and
fir.
4.3 Larch forests
Larches occur in forests on thin, waterlogged substrates in level areas underlain with
permafrost (permanently frozen soil). The are characteristially open (that is not
dense) with understories of shrubs, mosses and lichens. In Alaska Larix larichina are
predominant. In Siberia east of the Yenesei River the extreme continentality and
nearly continuous permafrost give rise to vast areas of forest dominated by Larix
dihurica.

NOTE: Species are shown in the Latin
nomenclature of Genus species, in italics,
with or without common (local) name.
Example: “...jack pine (Pinus banksiana).”

Figures and Tables
You will need to illustrate your report with appropriate material, these are
either Figures or Tables. Such items are used in a specific way and always
referred to in the text. The Figure or Table Legend describes the figure
enough that it can be understood independently of the text.
Show the source for the Figure/Table as a reference.
Example of a Figure:

Figure 1. The major biomes of the world. The Taiga is
designated as dark green, south of the Tundra (brown) in the
northern part of the northern hemisphere. Note that the Taiga
is continuous across the whole of Asia and north America (1).

Example of a Table.

Table 1. Location of predators in three Taiga sub-climaxes as a
percentage of total predator population (Woodward, 2003)
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The taiga or boreal forest exists as a nearly continuous belt of coniferous
trees across North America and Eurasia. Overlying formerly glaciated
areas and areas of patchy permafrost on both continents, the forest is
mosaic of successional and subclimax plant communities sensitive to
varying environmental conditions. Taiga is the Russian name for this
forest which covers so much of that country. However, the term is used
in North America as well.
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The taiga or boreal forest exists as a nearly continuous belt of coniferous
trees across North America and Eurasia. Overlying formerly glaciated
areas and areas of patchy permafrost on both continents, the forest is
mosaic of successional and subclimax plant communities sensitive to
varying environmental conditions. Taiga is the Russian name for this
forest which covers so much of that country. However, the term is used
in North America as well.
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trees across North America and Eurasia. Overlying formerly glaciated
areas and areas of patchy permafrost on both continents, the forest is
mosaic of successional and subclimax plant communities sensitive to
varying environmental conditions. Taiga is the Russian name for this
forest which covers so much of that country. However, the term is used
in North America as well.
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Figure 1. The major biomes of the world. The Taiga is designated as dark green, south
of the Tundra (brown) in the northern part of the northern hemisphere. Note that the
Taiga is continuous across the whole of Asia and north America (1).
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varying environmental conditions. Taiga is the Russian name for this
forest which covers so much of that country. However, the term is used
in North America as well.
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The taiga or boreal forest exists as a nearly continuous belt of coniferous
trees across North America and Eurasia. Overlying formerly glaciated
areas and areas of patchy permafrost on both continents, the forest is
mosaic of successional and subclimax plant communities sensitive to
varying environmental conditions. Taiga is the Russian name for this
forest which covers so much of that country. However, the term is used
in North America as well.

The taiga or boreal forest exists as a nearly continuous belt of coniferous
trees across North America and Eurasia. Overlying formerly glaciated
areas and areas of patchy permafrost on both continents, the forest is
mosaic of successional and subclimax plant communities sensitive to
varying environmental conditions. Taiga is the Russian name for this
forest which covers so much of that country. However, the term is used
in North America as well.
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Figure 1. The major biomes of the world. The Taiga is designated as dark green, south
of the Tundra (brown) in the northern part of the northern hemisphere. Note that the
Taiga is continuous across the whole of Asia and north America (1).
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trees across North America and Eurasia. Overlying formerly glaciated
areas and areas of patchy permafrost on both continents, the forest is
mosaic of successional and subclimax plant communities sensitive to
varying environmental conditions. Taiga is the Russian name for this
forest which covers so much of that country. However, the term is used
in North America as well.
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The taiga or boreal forest exists as a nearly continuous belt of coniferous trees across
North America and Eurasia. Overlying formerly glaciated areas and areas of patchy
permafrost on both continents, the forest is mosaic of successional and subclimax plant
communities sensitive to varying environmental conditions. Taiga is the Russian name for
this forest which covers so much of that country. However, the term is used in North
America as well.

Table 1. Location of predators in three Taiga subclimaxes as a percentage of total predator population
(Woodward, 2003).
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The taiga or boreal forest exists as a nearly continuous belt of coniferous trees across North America
and Eurasia. Overlying formerly glaciated areas and areas of patchy permafrost on both continents,
the forest is mosaic of successional and subclimax plant communities sensitive to varying
environmental conditions. Taiga is the Russian name for this forest which covers so much of that
country. However, the term is used in North America as well.
The taiga or boreal forest exists as a nearly continuous belt of coniferous trees across North America
and Eurasia. Overlying formerly glaciated areas and areas of patchy permafrost on both continents,
the forest is
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The taiga or boreal forest exists as a nearly continuous belt of coniferous
trees across North America and Eurasia. Overlying formerly glaciated areas
and areas of patchy permafrost on both continents, the forest is mosaic of
successional and subclimax plant communities sensitive to varying
environmental conditions. Taiga is the Russian name for this forest which
covers so much of that country. However, the term is used in North America
as well.
The taiga or
boreal forest
exists as a nearly
continuous belt
of coniferous
trees across
North America
and Eurasia.
Overlying
formerly
glaciated areas
and areas of
patchy
permafrost on
both continents,
the forest is
mosaic of
successional and
subclimax

Figure 1. The major biomes of the world. The Taiga is
designated as dark green, south of the Tundra (brown) in the
northern part of the northern hemisphere. Note that the
Taiga is continuous across the whole of Asia and north
America (1).

plant communities sensitive to varying environmental conditions. Taiga is the
Russian name for this forest which covers so much of that country. However, the
term is used in North America as well.
The taiga or boreal forest exists as a nearly continuous belt of coniferous trees
across North America and Eurasia. Overlying formerly glaciated areas and areas of
patchy permafrost on both continents, the forest is

1. Use a computer to write the report. Handwritten work is not accepted.
2. For reports in English, you must be very careful about spelling and grammar.
Use a spellchecker to find mis-typed words.
3. Write objectively, do not include personal comments, especially about
yourself. One student wrote in her Introduction:
“I chose to write about rabbits because they are so cute and furry ! I have always wanted to keep one in my
garden.”

This is abolutely unacceptable. Write objectively and in a mature manner.
There is no need to explain why you chose a topic, just write about it !
4. Submit each report with the checklist (on the next page).
Reports will not be accepted without a checklist attached to the front !!

CHECKLIST

Your name

Your ID number

TICK BOX
1. Title page properly arranged .................................................................
2. Summary written correctly ....................................................................
3. Introduction correctly written ................................................................
4. Sub-sections organised logically ...........................................................
5. Conclusion written appropriately ...........................................................
6. References inserted correctly in the text and legends ............................
7. Reference lists correctly ordered at the end ...........................................
8. Figures, tables, legends correctly made, inserted and positioned ...........
9. Text has no grammatical or spelling errors (MAKE SURE YOU CHECK!) ...
This is all my own work, I have not copied from any source except where properly quoted.
Sign here:

注意！

DO NOT PLAGIARISE (盗用しないこと)

The Dean of the College (学部長) is very serious about eliminating plagiarisation,
which is the direct copying of published material as if it is your own.
By all means use quotations properly referenced, as already discussed, and
otherwise put your reading into your own words for your written work. This is a
difficult task but worth your effort for all courses at ICU.
Remember that it is easy for us to distinguish your own words from phrases
that have been directly copied from an original source.
Any report with copious amounts of obvious plagiarisation will not only obtain a
grade E but will also be reported to the Dean of the College. This happened to
one student last year who directly cut and pasted information from a website.
http://w3.icu.ac.jp/webmaster/dean/academic_integrity.pdf
http://w3.icu.ac.jp/webmaster/dean/academic_integrity_e.pdf
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