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Data collection

The task of data collections begins after a research problem has been defined and research design/plan chalked out. While deciding about the method of data collections to be used for the study, the researcher should keep in mind two types of data viz., primary and secondary. The primary data are those which are collected afresh and for the first time, and thus happen to be original in character. The secondary data on the other hand are those which have already been collected by someone else and which have already been passed through the statistical process.

Observation Method.

The observation method is most commonly used method specially in studies relating to behavioral scenes. In a way we all observe things around us, but this sort of observation is not scientific observation. Observation becomes a scientific tool and the method of data collection for the researcher when it serves a formulated research purpose, is systematically planned and recorded and is subjected to checks and controls on validity and reliability. Under the observation method, the information is sought by way of investigator's own direct observation without asking from the respondent.

 The style of recording the observed information, standardized conditions of observation and the selection of pertinent data of observation, then the observation is called as structured observation. But when observation is to take place without these characteristics to be thought of in advance, the same is termed as unstructured observation.

 If the observer observes by making himself, more or less, a member of the group he is observing so that he can experience what the members of the group experience, the observation is called as the participant observation. But when the observer observes as a detached emissary without any attempt on his part to experience through participation what others feel, the observation of this type is often termed as non-participant observation. When the observer is observing in such a manner that his presence may be unknown to the people he is observing, such an observation is called as disguised observation.

Ex: Observing shopping behaviour in a mall.

In case of indirect observation the researcher instead of observing personally uses certain tools and techniques to observe the respondents behaviour.

Ex: Images, CCTV (Close Circuit Television)

Observation may also be controlled and uncontrolled. In case of controlled observation, the variables are controlled by the researcher. It is either carried out in laboratory or in the field. In case of uncontrolled observation researcher observes the respondent without any control over the variables. It is normally used for descriptive research.

Advantages of Observation.

1 The data is collected as it happens.

2 It is direct and does not involve any kind of artificially in collecting the data.

3 For certain researcher observation is the best method.

Ex: Research involving children.

1 Through observation a researcher can capture the whole world event as it occurs.

2 Observation gives more authentic data as no question is asked by the researcher.

3 It is an easier method of collecting data. 

4 The data is more reliable as it is unbiased. 

5 The researcher is enabled to record the natural behavior of the group.
6 The researcher can even gather information which could not easily be obtained if he observes in a disinterested fashion.

7 The researcher can even verify the truth of statements made by informants in the context of a questionnaire or a schedule.

8 The researcher is enabled to record the natural behavior of the group.

9  The researcher can even gather information which could not easily be obtained if he observes in a disinterested fashion.

10 The researcher can even verify the truth of statements made by informants in the context of a questionnaire or a schedule.

Disadvantages of Observation. 

1 This method cannot be used for historical research i.e. to study the past events.

2 It is not suitable to study opinions and attitude. 

3 It is difficult to choose the sample for observation survey.

4 It is not flexible, in the sense, that the researcher cannot collect the data and use it as and when he likes.

5 The researcher should be physically present at the place of happening to collect the data.

6 It is a slow process.

7 Changes of researchers’ bias are high as he may give his own meaning to the behaviour of respondents. 

8 The observer may lose the objectivity to the extend he participates emotionally. The problem of observation is not solved. And it may narrow-down the researcher's range of experience.

9 The observer may lose the objectivity to the extend he participates emotionally. The problem of observation is not solved. And it may narrow-down the researcher's range of experience.

Experimentation.

In this case the data is collected by studying the casual relationship between identified variables. Experimentation are carried out either out in a controlled atmosphere like laboratory or uncontrolled atmosphere like on field. The aim of experimentation to understand the degree of influence of one variable called the independent variables over the other variables called dependent variables.

Projective Techniques.

The survey and the other method of data collection may result in the researcher collecting either incorrect information or misleading information because respondents are given freedom to report their behaviour. This is called respondents bias. To avoid this, a direct way of collecting the data from the sample is used which is known as Projective Techniques.

Meaning: Projective Techniques involve presentation of ambiguous stimuli to the respondents for interpretation. By doing so they reveal their inner characteristics. The basic assumption is that a person project’s his own thoughts, feelings, ideas, etc. when he perceives and respondents to ambiguous stimuli.

Approaches to Projective Techniques.

1 Association: A respondent is asked to associate a product, brand or anything that is under study to something else.
Ex: Students may be asked the question what comes to your mind when you think of your college?

2 Fantasy: Here the respondents are asked to guess a story or discuss a picture in imaginary terms.
Ex: Respondents may asked to continue the following statement Mrs. A goes to forum mall on Saturday evening with her daughter with a budget of Rs.10,000/-, she…….

3 Ambiguous Stimuli: Here the respondent is asked to respond to stimuli. 

Ex: He may be shown blue colour and be asked when you think of blue what do u imagine?

Types of Projective Techniques.

It may be divided into three categories namely Visual Projective Techniques, Verbal Techniques and Expressive Projective Techniques.

Following are commonly used Projective Techniques:

1 Ink Blot Test: This was developed by Swiss scientist called Rorschach, which is normally used to analyze the personality of a person the respondents are given cards on which an ink blot is printed. The respondent gives meaning to the blots.

2 Thematic Appreciation Test: It is a highly structure techniques of data collection where respondents are shown Vague Pictures. The respondent has to develop a story for each picture. The content of the story is analyzed to understand his emotion, attitude, personality etc.

3 Word Association Test: This is a simplest form of Projective Techniques where the interviewer gives a list of  words to the respondent. They are asked to match the words based upon the time taken to respond, the attitude is measured.


4 Sentence Completion Test: Under this method an incomplete sentence is given and the respondents are asked to complete the same.

Ex: I like because………….

1 Story Completion Test: Here respondents are given an incomplete story and they are asked to complete it.

Tools for Data Collection.

Questionnaire: A Questionnaire is a set of questions prepared by the researcher to collect data. The following point should be considered while preparing a questionnaire.
· The questionnaire should be based upon the objective of study.

· It should be able to provide the required information.

· The respondents should easily understand it.

· Enough care must be taken while drafting the questionnaire.

· It is always better to free test a questionnaire. Free Testing is the process of collecting data through questionnaires. To test their relevance, acceptability etc.

 This method of data collection is quite popular, particularly in case of big enquiries. It is being adopted by private individuals, research workers, private and public organizations and even by Governments. In this method a questionnaire is sent to the persons concerned with a request to answer the questions and return the questionnaire. A questionnaire consists of a number of questions printed or typed in a definite order on a form or set of forms.

GUIDLINES FOR CONSTRUCTING QUESTIONNAIRE/SCHEDULE

1. The researcher must keep in view the problem he is to study for it provides the starting point for developing the Questionnaire/Schedule. He must be clear about the various aspects of his research problem to be dealt with in the course of his research project.

2. Appropriate form of questions depends on the nature of information sought, the sampled respondents and the kind of analysis intended. The researcher must decide whether to use closed or open-ended question. Questions should be simple and must be constructed with a view to their forming a logical part of a well thought out tabulation plan. The units of enumeration should be defined precisely so that they can ensure accurate and full information.

3. Rough draft of the Questionnaire/Schedule is prepared, giving due thought to the appropriate sequence of putting questions. Questionnaires or Schedules previously drafted may as well be looked at this stage.

4. Researcher must invariably re-examine, and in case of need may revise the rough draft for a better one. Technical defects must be minutely scrutinized and removed.

5. Pilot study should be undertaken for pre-testing the questionnaire. The Questionnaire may be edited in the light of the results of the pilot study.

6. Questionnaires must contain simple but straight forward directions for the respondents so that they may not feel any difficulty in answering the questions.

Process of Preparing the Questionnaire. (Do and Don’ts) 

Enough care must be taken while drafting a questionnaire. A wrong question misleading question, wrong wording, etc may create more problem for the researcher while drafting a questionnaire the researcher should consider the following areas.

1 Relevance of the question.
2 Wording of the question.

3 Types of question.

4 Sequence of the question.

Relevance of Question: The researcher should ask only such questions which provide information needed by him.

Ex: If a study is made on media habits of teenagers, questions like which part of Bangalore do you stay at which hotel do you prefer during the weekend, etc are irrelevant.

A researcher should ask questions which are specific in nature and which the respondents may answer easily.

Ex: Instead of asking what brand of coffee do you have today?  Respondents may be usually, what brand of coffee do you use?

1 Wording of the Question: When a question is asked, the researcher should be careful in choosing the words while designing the question he should consider the following points.

· The words used in the question should mean the same for both researcher and respondent.

· All the respondents should perceive the meaning of the question in the same way.

· The words should precise or exact. 

Ex: Question like how intelligent? What is your income? Are vague.

1 The question should be worded in a very simple manner.

Ex: Instead of asking questions like what is your marital status? The researcher may ask are you married? 

2 The question worded in such a manner that they are neutral in nature and does not influence the respondents answer, this result in bias.

Ex: A question likes Isn’t St. Joseph’s college a good college? It influence the respondent top answer in a positive manner, hence should be avoided. No question should give lead to answer. 

3 Questions should not be worded with unwarranted assumptions.

Ex: Do you think Indians are very conservative? 

4 While wording a question you should avoid personalizing question and for same sensitive topics questions should be indirectly asked.

5 While wording questions, the researcher should not resume anything about the respondent.

Ex: How many times do you drink coffee in a day; will not be useful if a person doesn’t drink coffee.
1 Words that embarrass the respondent should be avoided.

Ex: How frequently do you take bath? Do you approve pre- marital sex? Etc.

Types of Question.

A researcher may ask basically two types of questions, namely Open- ended question and Closed ended Questions. Close ended questions might be of three types, Dichotomous, Multiple Choice or Declarative.

1 Open ended Questions: In this type of question respondents are given choice to reply with their own words. It is a useful type of questions, not only gives freedom to respondents but also the answers should be creative.

Ex: When you think of St. Joseph’s college, what comes to your mind? 

The problem with open- ended question is that only tabulation becomes difficult but chances are their that respondents may give variety of answers, making it difficult to generalize.

2 Close ended Questions: Close ended Questions are those, which gives options to the respondents to choose from. The answers are standardized, such questions may be of three types i.e. Dichotomous Questions, Multiple choice Questions and Declarative Questions.

Dichotomous Questions have two choices to choose from. It is a simple form of question, which the respondent answers either positively or negatively.

Ex: Are you interested in playing tennis? A) Yes b) No

In case of Multiple Choice Questions, there will be more two options to choose from.

Ex: After Graduation would you go for higher studies?

A) Definitely yes b) Probably yes c) Don’t’ know d) Probably No e) Definitely No.
Declarative question is a type of multiple choice questions in which a respondent has to choose from a series of statement about a given subject. Ex: Which of the following statement best describes your college? 

· The campus atmosphere is highly conducive for the academic excellence of a student.

· Students are not encouraging to be creative because of rigid contents of syllabus. 

· It brings out oneness among all the students in the college.

· It stands for character formation compassion and competency of students. 

Types of Questions to be avoided.

1 Leading Questions: It is a question, which is worded in such a way that the respondent is influenced to give a certain answer. Ex: Do you like your college, don’t you? 

2 Loading Questions: A loading question is one attached with emotions, which make respondents to give a biased answer. Ex: Questions like, do you think Australian cricketers have hurt the sentiments of Indians? 

3 Ambiguous Questions: An ambiguous question is one that does not have clear meaning and which may mean many things to people. Ex: Do you live in a big house? Is an ambiguous question because the word “big “ is a very vague? 

4 Doubled – barred Questions: These are the questions, which ask the respondents to give information on two or more ideas at a time. Ex: How much do you plan to save next year and will you buy a car next year.  Please mention the no. of members in your family, their relationship with you, age group, marital status and whether they are earning? 

5 Long Questions: When a question is lengthy, respondents lose interest in answering them. Ex: Have you ever visited a mall in the last week, purchased the following items and also mention with whom you have purchased? 

6 Double Lengthy Questions: The researcher should, avoid asking double lengthy questions, as it creates confusion.

SEQUENCE.

The order in which the questions are arranged influences the ease with which the respondent answers the questionnaire. It also has an impact on creating or avoiding the bias. While deciding on the sequencing following point must be considered.

1 It should create interest among the respondents to voluntarily answer the question. 

2 It should start with simple items and move with complex items. 

3 The sequencing must give a sense of clarity.

There are two types of sequencing questions.

1. The questionnaire with personal information and gradually moves on to specific objective of the research.  This method is known as Filter down Questionnaire. 

2. The other method start the questionnaire with question directly related to the objectives of research and at the end ask general questions like age, marital status. This method is called Inverted Filtered Questionnaire.

The following points must be considered while deciding on the sequencing of questions. 

1 The order in which the questions are put should encourage respondents to answer questions voluntarily.
2 The questionnaire should begin with simple items and gradually move onto the objectives of the research.

3 Their should be logical progression.

4 Their should be neither be over lapping nor confusion in the sequencing.

The merits of questionnaire:

1. There is low cost even when the universe is large and is widely spread geographically.

2. It is free from the bias of the interviewer, answers are in respondents own words.

3. Respondents have adequate time to give well thought out answers.

4. Respondents who are not easily approachable, can also e reached conveniently.

5. Large samples can be made use of and thus the results can be made more dependable and reliable.

The demerits of questionnaire:

1. Low rate of return of the duly filled questionnaires, bias due to no-response is often indeterminate.

2. It can be used only when respondents are educated and cooperating.

3. The control over questionnaire may be lost once it is sent.

4. There is inbuilt inflexibility coz, of the difficulty of amending the approach once questionnaires have been dispatched.

5. There is also possibility of ambiguous replies or omission of replies altogether to certain questions, interpretation of omissions is difficult.

6. It is difficult to know whether wiling respondents are truly representative.

7. This method is likely to be the slowest of all.

PROCESSING OF DATA

Processing of data is that stage of research between data collection and data analysis, which helps the researcher to convert raw data into an analyzable form. This step consists of editing, coding, classification and the tabulation.

EDITING
Editing of data is the process of checking to detect and correct errors and omissions. It may either be on field or at office. 

On a field editing is a type of editing where the researcher edits the data immediately after collection. He reviews questionnaire correct omissions, rewrites ineligible responses etc. 

Office editing also know as “In is a process of editing where all completed questionnaire are checked in the office for completeness, accuracy and uniformity. The researchers whether all questions are properly answered. If any unanswered question is their, he can infirm the answer with the help of the questions. If the information is very important he may connect the respondent again.

The researchers also checks for the accuracy and consistency in the answer given by the respondents.

Ex: If the question, do you own a debit card or credit card? The respondent answers as no. For another question, do you always buy using credit cards or debit cards, he answers yes. Such are inconsistency, which may not give accurate data. The researcher has to identify such questions inconsistencies. Proper coding and computerization of data cleans such data and avoids such inconsistencies.

While editing the researcher should also see that there is uniformity throughout in interpretation of questioned and their answering.  

CODING.

It is the process of assigning numbers to the categories for the purpose of identification. Coding is necessary to make data entry convenient and to remove errors in answering, would also avoid, mix up of various questions of difficult researchers. Coding helps in data cleaning. Removing inaccuracies and inconsistencies in answers. Coding is made three levels. At each level each questionnaire is coding.

Ex: If a researcher is carried on at St. Joseph’s Evening College with 50 students as sample. Questionnaire will be coded at SJEC, SJEC2…

At the second level, each question is coded.

Ex: Name, Age, and Gender etc.

At the third level, the potions are coded, either numerically are by using alphabets.

Ex: Male, Female, Gender or Male 3.1 Female 3.2 or Male a, Female b, or Male M, Female F.

Proper coding makes the data more reliable. This results in the research findings to be trust worthy.

CLASSIFICATIONS.

Classifications is grouping of data according to identified categories with the help of classifications, huge data will be condensed for the purpose of analysis. It is done after coding and before tabulation.

TABULATION.

Tabulation is the process of summarising raw data and displaying them on compact statistical table for further analysis. In this step it starts after the classification the researcher identifies no. of the respondents falling under each category. Tabulation may either be done manual and with help of computer.

While constructing a table, the researcher should consider the following:

1 Each table should have a proper title. 

2 The table should be properly numbered.

3 The captions (column heading) and stabs (row heading) should be clearly mentioned. 

4 Any explanation to the table should be in the form of footnotes below the table.

5 The table should show the total of every row and column.

6 Usually abbreviations, ditto marks, etc are avoided in the table.

ANALYSIS OF DATA.

The purpose of research is to identify solutions to give a research problem. Collected data is put into statistical test analyzed and interpreted. Analysis of data performs the art of research, as it is in this step that data acquires meaning.

Analysis of data is the critical examination of the assembled and grouped for studying the characteristics of the objects under study and of determining the patterns of relationship among the identified variables

The purpose of Analysis.

1. Analysis of Data gives life to the dead figures. 

2. It summarizes huge volume of data into understandable and meaningful from.

3. It describes the data in a specific manner. Ex: If somebody makes a general statement that arts students are not as intelligent as commerce students it may be ignored, as it is not a reliable statement, But if a statement is made based on the IQ level it will be a reliable statement.

4. Statistically analysis facilitates identification of the factors influencing complex phenomena.

Ex: A good research may indicate what factors contribute to the better academic performance of students.

5. Analysis of data helps in meaningful interpretation.

6. It also helps in generalization of the findings. In other words, the finding of the research carried out with the help of sample may be generalized to the entire population.

7. Statistical analysis is useful for assessing the significance of specific sample design under assumed population conditions, Ex; A researcher answers the question whether extra coaching to under performance students increase their performance in the examination, such test are called Hypothesis Testing.

Points to be considered while analyzing the data.

1. The analysis of data depends upon the type of research, if it is descriptive research, analysis concentrates on the behavior of variables and if it is analytical research it concentrates on analyzing the relationship between variables.

2. The researcher should use the language, which is not slang, undiplomatic, and cliché. The analysis should be in short sentences, meaningful and observatory.

3. The researcher should adopt the unbiased approach for the analysis, as far as possible he should avoid giving his own meaning to the data.

4. Analysis should basically cover and answer the following question.

a. What is the relevance of its statement?

b. What does the data say?

c. What inference can be drawn from the data?

Simply Statistical Analysis.
The researcher can use many statistical tools to analyze the data. He can use percentages, averages, standard deviation, correlation, regression etc.

Percentages can be used to generalize the findings, if ratios are used to show the relation of one figure with another. Ex; Leverages, Liquidity ratio etc

Averages are also known as measures of central tendency, it is used to find a single value that represents the average characteristics of the sample distribution. Ex: The per capita income, the average speed of a vehicle, the average marks scored by a student etc.

Basically a researcher may make use of arithmetic mean, median or mode. Arithmetic mean is the average of all values in the Distribution (some of all value divided by the number of values)

Some of the vales

The number of values

Median is the middle most value of the frequency, whereas mode is the most repeated value of  a Frequency. Normally distributed sample also known as perfectly skewed distribution, as mean = mode = median.

Choice of an appropriate average.

Normally the researcher may have a confusion regarding which average to be used and when to use it. This depends upon three important factors i.e.

a.
The level of measurement.

b.
The shape of the distribution of data.

c.
The research objectives.

a. The level of measurement: The selection of average depends on the level of measurement the researcher wants to use. If he wants a complete representation for variables such as income, age, etc, mean is used. In case of data, which requires an ordinal scaling, median is used, as data has to be arranged in order. For nominal scale, mode may be used.

b. The shape of the distribution: In a normal distribution the mode, median and the mean are same. In a skewed distribution mode is located at the peak of curve and mean will be at the tale. Median will be some where between mean and mode.

c. The research objectives: Depending upon the objectives of research, a particular method of average is used. Ex; If the researcher wants to know to which caste most of the respondents belong to, he can use mode. Arithmetic mean is used to explain representation.

SOME OTHER METHOD OF DATA COLLECTION
1. Warranty cards: Warranty cards are usually postal sized cards which are used by dealers of consumer durables to collect informatino regarding their products.

2. Distributor or store audits: These are performed by distributors as well as manufacturers through their salesmen at regular intervals. Distributors get their retail store audited through salesmen and use such information to estimate market size. market share, seasonal purchasing pattern and so on.

3. Pantry audits: Pantry audits technique is used to estimate consumption of the basker of good at the consumer level. In this type of audit, the investigator collects an inventory of types, quantities and prices of commodities consumed.

4. Consumer panels: An extension of the pantry audit approach on a regular basis is known as consumer panel, where a set of consumers are arranged to come to an understanding to maintain detailed recodes of their consumption and the same is made available to investigator on demands.

5. Use of mechanical devices: The use of mechanical devices has been widely made to collect information by way of indirect means. Eye camera, Pupilometric camera, Psychogalvanometer, Motion picture camera and Audiometer are the principal devices so far developed and commonly used by modern big business houses.

6. Projective techniques: Projective techniques for the collection of data have been developed by psychologists to use projections of respondents for inferring about underlying motives, urges, or intentions which are such that the respondent either resists to reveal them or is unable to figure out himself.

7. Depth interviews: Depth interviews are those interviews that are designed to discover underlying motives and desires and are often used in motivational research. Such interviews are held to explore needs, desires and feelings of respondents.

8. Content analysis: Content analysis consists of analyzing the contents of documentary materials such as books, magazines, newspapers and the contents of all other verbal material which can be either spoken or printed.

COLLECTION OF SECONDARY DATA

Secondary data means data that are already available i.e., they refer to the data which have already been collected and analyzed by someone else. When the researcher utilizes secondary data, then he has to look into various sources from where he can obtain them.

By way of caution, the researcher, before using secondary data, must see that they possess the following characteristics:

1. Reliability of data: The reliability can be tested by finding out such things about the said data: Who collected the data? What were the sources of data? Were they collected by using proper methods? At what time were they collected? Was there any bias of the compiler? What level of accuracy was desired? Was it achieved?

2. Suitability of data: The data that are suitable for one enquiry may not necessarily be found suitable in another enquiry. Hence, if the available data are found to e unsuitable, they should not be used by the researcher.

3. Adequacy of data: If the level of accuracy achieved in data is found inadequate for the purpose of the present enquiry, they will be considered as inadequate and should not be used by the researcher. The data will also be considered inadequate, if they are related to an area which may either narrower or wider than the area of the present enquiry.

SELECTION OF APPROPRIATE METHOD FOR DATA COLLECTION

1. Nature, scope and object of enquiry: This constitutes the most important factors affecting the choice of a particular method. The method should be such that it suits the type of enquiry that is to be conducted by the researcher. This factor is also important in deciding whether the data already available (secondary data) are to be used to the data not yet available (primary data) are to be collected.

2. Availability of funds: Availability of funds for the research project determines to a large extent the method to be used for the collection of data. When  funds at the disposal of the researcher are very limited, he will have to select a comparatively cheaper method which may not be as efficient and effective as some other costly method.

3. Time factor: Availability of time has also to be taken into account in deciding a particular method of data collection. Some methods take relatively more time, whereas with others the data can be collected in a comparatively shorter duration.

4. Precision required: Precision required is yet another important factor to be considered at the time of selecting the method of collection of data.

Research Report
Research report is a major component of a research. Any research is incomplete till the findings are properly reported. Research report is a means of communication of the researcher to others.

Steps in preparing a research report. 

Research report should be prepared carefully because even the best of the researches fail to communicate because of inefficient reporting. Following steps have to be followed while preparing a research report.

1. Logical analysis of subject matter.

2. Preparation of the final outline.

3. Preparation of the rough draft.

4. Rewriting after checking the English.

5. Writing the final draft.

1. Logical analysis of the subject matter: here, the researcher should explain the subject logically and chronologically keeping the mind the objectives.

2. Preparation of the final outline: Here, he decides on the final content of the report and organizes the material for writing.

3. Preparation of the rough draft: The researcher writes the research report in the context of his objectives. This may not be in logical sequence as it is just a draft.

4. Rewriting after checking the English; Here, the rough draft is corrected for English, for its language, grammar, etc, additional and deletions are made as required.

5. Writing the final data; Here, the researcher prepares the final report which is concise in simple language and objective types. It should be readable and satisfy interest of all readers.

LAYOUT OF A RESEARCH REPORT.

Basically a report is divided into two types. Namely, The general section and The research content or body of report.

I. General section includes the following Title Pages: This is the cover page, which shows the title of the research but whom it is conducted and to whom it is submitted. Declaration of the researcher. Here the research guide for the originality of the research conducted by the researcher under his supervision.

Acknowledgement: In this section the researcher acknowledges the help and assistance of various people for this research.

Table of Content: This table explains the contents of the research along with the sections and page numbers on which they can be found.

List of Tables and Graphs: Here the researcher give the index of all the tables and graphs used in the research and page numbers on which they can be found.

II. The research content or Body of the Report: 

This part contains the main part of the research. It will be divided into five chapter, which are as follows.

Introduction: This chapter gives brief introduction of the research. This is divided into two parts. Theoretical part and industrial background. This chapter gives the background and the nature of the problem in a conceptual framework. This is useful to give conceptual clarity of research.

Research Design: This chapter basically explains the methodology followed by the researcher. In simple words, it explains what is the problem of the research, why was it selected, what is the importance and scope of the research. What methodology is followed, what is the type of the study, how was the study conducted.

Profile of Sample; This section explains various features of sample, the sample technique followed, the demographic, economic, and psycho graphic profile of the sample. 

Analysis: This chapter analysis data in accordance with the objectives of the study. The tables are followed by analysis  and interpretation, graph and diagram. This is the most important part of the research; hence enough care must be taken.

Summary of findings: This chapter summarizes the research and offers suggestions. In addition with these chapters there are two more selections, namely, bibliography and appendix. Bibliography gives information on various references made by the research. This is classified into four parts, namely, books, journals, newspapers and magazines and websites. While mentioning the reference books used, the order should be as follows. 

Authors Name, Title of the book, Publishers name, Place of Publication and Year of publication.

It should be noted that while mentioning authors name surname should come first.

Ex: The researcher has used, Philip Kotlers, Principle of Marketing Books, it should be written as follows, Kotler Philip, Principles of Marketing, Printing Hall of India, New Delhi, 12th edition 2008.

If a research article in a journal is referred, it should be explained as follows, Author’s name, Title of the article, Name of the journal, year and month of publication’s volume and page number.

It should be remembered that the title of the article would always be in quotations. If there are two or more authors instead of writing all names, first author’s name followed by etc, all. 

Ex: If an article is written by three authors, it is mentioned as follows – Arun etc all 

“Understanding service quality perception in the Health care Industry”, journal on services marketing, April -  June 2008 volume XXV page number 143-160.

In case of appendix, certain important documents like copy of questionnaire, balance sheet, etc are attached.

Points to be considered while writing a research report.
Writing a research report is based on certain standard practices, the researcher should

 Consider the following  points while writing a report.

1. The report should be properly organized into different chapters. The chapters must have proper headings and sub-headings, each chapter heading and sub-heading must be consecutively numbered as per the standard practices.

2. The style of presentation should be carefully designed; it should be objective and unbiased.

3. The report should disclose facts with accuracy, clarity, coherence and conciseness. The report must be readable. The researcher should  not use offensive words, useless words, superfluous terms (exaggerated), words etc.

4. He should avoid cliché of stereotype words. Ex: last but not the least, in the first place, by a large.

5. He should avoid using slang’s. Ex: The customers shave fallen for Brand X.

6. The presentation should be free from grammatical errors. He should be very careful regarding punctuations, using capital letter, voice and gender.

7. The researcher should be careful in using numerals for the general section. He can use roman numbers and for the body of the report, he can use Arabic numbers.

8. Whenever he uses quotation, he should put that in quotes, give double spacing and mention the source or the author's name.

9. As far as possible the researcher should avoid using abbreviations. Ex; Instead of writing Marketing, he should not write Marketing.

10. Each table must be properly numbered and titled.

11. Wherever necessary he should give proper footnotes, are explanation of a content or reference of a document. The purpose of footnote is to acknowledge the  use of information from a source, to establish the validity of evidence and to give the reader the source of reference.

12. Footnotes may be placed either at the bottom of the concerned page of at the end of the concerned chapter

13. Footnotes must be consecutively numbered

TYPES OF REPORT

Reports may be of many types, they are as follows:

I. On the basis of formality:

a. Formal report: A formal report is submitted communicating the findings of a formal research. This report is more rigid in its layout and written in a prescribed form. Usually, all academic researchers, market researches etc fall under the category of formal reports.

b. Informal report: This report does not follow any rigid format. Usually for exploratory research, for some basic market researcher to analyze trends, such reports are submitted.

II. On the basis of Presentation.

a. Individual Report; When the research is prepared and presented by an individual researcher, it is called the Individual Report. He collects data, analyzes them and reports the findings on his own. Usually academic research reports will come under individual report.

b. Committee Report: When a group of individuals is formed into a committee and investigates an issue and presents the report it is called Committee Report. Ex: Project reports, planning commission reports etc.

III. On the basis of Method of Presentation.

a. Oral speech: When a researcher presents his findings orally to the directors or other individually, it is called as Oral Report. it is usually informal in nature and is used to get the approval of higher authorities regarding research findings.

b. Written Report: When the findings are presented in the form of written material, it is called written report. It is a formal report submitted by the researcher.

IV. On the basis of purpose of report:

a. Academic Report: When academicians conduct research and present findings formally to the university of the body for which research is conducted is called as academic research. It will be in a rigid format and follows meticulously all principles of research.

b. Scientific Report; In case of scientific reporting more importance is given to the casual relationship between variables and findings of the research. This is more technical in nature meant of scientific community.

c. Investigate Report; It is the report submitted to present the findings of an investigation. The scope is limited and more importance is given to enquiry and facts. Ex: Police report, report on frauds etc.

Synoptically View of Research Report:

Every report consists a synoptically view of the entire research. Popularly called as Executive Summary, here the researcher in a short form explains the purpose, method and findings of research.

Confidential
Page 14
2/11/2010

