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Research Grant Program
Research Report Style Guide
1. Purpose
This style guide sets out the formatting, structure, content and quality requirements for research reports produced under a Building and Plumbing Commission (BPC) research grant. 
Its purpose is to support the preparation of clear, professional, and accessible research reports that effectively communicate findings and maximise the impact of BPC-funded research.
2. Scope
This guide applies to all reports submitted under a BPC Research Grant Funding Agreement, including interim reports, draft final reports and final reports.
3. Background
Through its Research Grant Program, the BPC supports researchers at Australian universities to undertake research that improves consumer outcomes, enhances the performance of the building and plumbing industries, and strengthens regulation of the building system in Victoria. The BPC prioritises research that delivers practical, real-world outcomes.
Recipients of a BPC research grant are required to submit interim reports, a draft final report, and a final research report over the life of a Research Grant Funding Agreement. Together, these reports support project oversight, demonstrate progress against agreed milestones, provide visibility of emerging findings, and ensure that the outcomes of BPC-funded research are effectively communicated.
The BPC expects all reports to be developed to a consistent and high standard. Well-written, clearly structured and analytically rigorous reports are essential for meaningful review, effective dissemination of research findings, and maximising the value and impact of BPC-funded research. 
While researchers may publish academic papers or journal articles arising from their work, the final report prepared for the BPC is expected to be industry-facing. Final reports should therefore be written for a broad audience. 
Findings should be communicated clearly and focus on practical insights, implications and recommendations.
The BPC may withhold acceptance of deliverables under a Research Grant Funding Agreement until the requirements of this guide have been met.
4. Interim reports
Recipients of a BPC research grant are required to submit interim progress reports at agreed points during the term of a Research Grant Funding Agreement.
The purpose of interim reporting is not only to inform the BPC of project status, but also to provide evidence that the research is progressing as proposed and that project milestones are being achieved. Interim reports should therefore provide evidence of progress through completed activities, preliminary findings, analysis, outputs, or other relevant project developments, rather than solely providing status updates.
Interim reports are intended for internal BPC use and are not expected to be published. As a result, interim reports are not required to comply with all formatting and structural requirements that apply to final reports. However, they should nevertheless be professionally presented and suitable for circulation within the BPC.
The BPC expects interim reports to:
· clearly describe work completed during the reporting period
· demonstrate progress against the approved project plan and milestones
· present any preliminary findings, analysis or insights available at the time of reporting
· identify key risks, challenges, changes to scope, or factors that may affect project delivery
· outline planned activities for the next reporting period, and
· include evidence of progress where appropriate (for example, literature reviews, data collection outcomes, draft analyses, stakeholder engagement activities, or emerging findings).
As interim reports form part of the overall research record, content developed through interim reporting is expected, where relevant, to inform and contribute to the final report. Researchers should prepare interim reports with sufficient clarity and quality to support the eventual development of the final research report.
Although interim reports may contain preliminary or incomplete findings, they should be professionally written, carefully proofread, and free from avoidable spelling, grammatical and presentation errors. The BPC expects interim reports to be sufficiently developed to enable meaningful assessment of project progress and emerging findings.
5. Draft final reports
As part of the Research Grant Funding Agreement, grant recipients are required to submit at least one draft final report to the BPC for review and feedback before submitting a final report. The submission of the draft final report is a key project milestone that enables the BPC to provide feedback on research report before it is finalised.
The draft review process is intended to support the quality and relevance of the final research report. It provides an opportunity for the BPC to assess whether the report adequately addresses the research objectives, communicates findings clearly, and demonstrates the level of analytical rigour expected of BPC-funded research.
The requirements set out in section 7 of this guide apply to both draft and final reports.
The BPC recognises that draft reports may not contain finalised findings or fully completed content. However, draft reports submitted to the BPC are expected to be substantively complete and presented to a professional standard. While some findings or sections may still be under development, the report should be sufficiently developed to enable meaningful review of its structure, methodology, analysis, findings, implications and conclusions. 
Draft reports should:
· be clearly structured and logically organised
· comply with the formatting and presentation requirements of this guide wherever reasonably practicable
· be free from avoidable spelling, grammatical, typographical, referencing and formatting errors, and
· contain sufficient content to enable substantive review and feedback.
The purpose of the draft review process is for researchers to obtain BPC feedback on the substance of the research, including its methodology, findings, analysis, implications and recommendations, prior to finalisation. The review process is intended to strengthen the quality of the final report rather than to act as an editorial review of presentation and writing quality. 
Researchers are expected to submit draft final reports that are professionally written, carefully proofread and ready for review. Draft final reports that are not substantially complete, or that require significant editing due to presentation, formatting or writing issues, may be returned for revision before substantive review is undertaken. 
6. Final reports
Following consideration of BPC feedback on the draft final report, researchers must submit a final report.
The final report is the primary research output delivered under a BPC Research Grant Funding Agreement. It should communicate the purpose, methodology, findings, implications and recommendations arising from the research in a format that is accessible to a broad audience, including: 
· policymakers and government
· regulators
· industry bodies
· consumer associations or groups
· building and plumbing practitioners
· members of the public (where relevant)
Final reports must comply with all requirements set out in this guide (section 7).
7. [bookmark: _Report_requirements]Report requirements
7.1 Branding and formatting
Reports must:
· use the official report template of the grantee university
· include a university-branded cover page, and
· apply consistent formatting throughout (including fonts, margins, spacing, heading styles, page numbering and formatting conventions).
7.2 Preliminary content
The following standalone sections must appear in the order shown:
	Section
	Includes

	Cover page
	· University branding.
· Report title, author(s), university name, month and year of completion.

	Acknowledgments 
	· Acknowledge BPC’s support in the format specified in the Research Grant Funding Agreement. 
· Acknowledge relevant contributors and participants where appropriate.

	Executive Summary
	· Concise summary of the research purpose, methodology, key findings, conclusions and recommendations.
· Written as a standalone section that can be understood without reading the full report.
· Focuses on the practical implications and significance of the research for industry, policy and regulatory audiences.
· Typically, no more than 2-4 pages in length.

	Table of Contents
	· Reflects all numbered headings and sub-headings.

	Table of Figures
	· Required where figures, charts or other visual materials are used.

	Table of Tables
	· Required where tables are used.

	Glossary
	· Required where technical terms, specialised terminology or acronyms are used.
· Clearly define key terms to support accessibility for non-specialist readers.



7.3 Structure and layout   
Numbering
All chapters and subsections should be numbered hierarchically (e.g., 1, 1.1, 1.1.1).
Required sections
Final reports must include:
1. Executive Summary
2. Introduction
3. Literature Review (where applicable)
4. Methodology (including limitations)
5. Results / Findings
6. Discussion and Implications (where applicable)
7. Recommendations and Future Directions
8. Conclusion
9. References
10. Appendices (if applicable).
Content must be logically organised with a clear and traceable line of reasoning.
7.4 Content, analysis and conclusions   
Reports must demonstrate:
· a clearly defined and consistently maintained research purpose or question
· a clearly articulated hypothesis or research objective
· a transparent and justified methodology that enables the reader to understand how the results were obtained
· accurate and complete presentation of data and findings
· robust analysis and interpretation rather than description alone
· explicit and consistent links between evidence, analysis, and conclusions
· critical evaluation of the topic, including consideration of alternative perspectives and counterarguments where relevant
· original insights and meaningful conclusions supported by the findings provide practical value for industry, policy or regulatory audiences, and
· recommendations, implications and future research directions that are logically derived from the findings. 
Reports should demonstrate analytical rigour and make a meaningful contribution to understanding the research topic. Reports that rely primarily on description, unsupported opinion, or weak connections between evidence and conclusions will not meet the BPC's expectations.
7.5 Use of evidence and referencing   
Source quality
Claims must be supported by relevant, accurate, and reliable sources, with priority given to: 
· peer-reviewed literature, and
· government, regulatory, academic and other reputable institutional sources with recognised subject matter expertise.
Referencing
A consistent referencing style must be used throughout the report. 
All in-text citations much match the reference list.
Attribution
All sources, data, figures, tables and other visual materials must be clearly and accurately attributed.
7.6 Figures, tables and visual materials
All figures, tables and visual materials must:
· be numbered sequentially
· include clear titles and captions
· be referenced in the report text
· appear in the Table of Figures or Table of Tables, where applicable
· include source attribution where applicable, and
· support and enhance the analysis presented in the report.
7.7 Writing standards
Reports must be written in a clear and easy to understand style. 
Reports should:
· be accessible to non-academic audiences
· minimise technical jargon where possible
· explain technical concepts and terminology in plain language where necessary
· focus on practical insights, implications and recommendations
· be clear, precise and professionally written
· be logically structured with smooth transitions between sections, and
· be free from avoidable grammatical, spelling, typographical and formatting errors.
8. Compliance with this guide
Researchers are expected to comply with the requirements set out in this guide when preparing interim reports, draft final reports and final reports.
Reports that do not meet these requirements may be returned for revision before review or acceptance.
9. Submission checklist
A submission checklist is provided in Attachment 1. Researchers are expected to complete the checklist before submitting any draft or final report to the BPC.
The checklist is intended as a quality assurance tool to assist research teams in confirming that all requirements of this guide have been addressed, including report structure, formatting, content, analysis, referencing, and presentation standards.
Completion of the checklist does not guarantee acceptance of a report; however, it is expected that all items will be considered and addressed prior to submission. The checklist should be used to verify that reports are complete, professionally presented, and ready for the BPC’s review.
Researchers are encouraged to use the checklist throughout the report development process rather than only at the point of submission. This will help ensure that draft and final reports meet the BPC’s expectations and enable feedback to focus on the substance of the research, rather than avoidable issues relating to formatting, structure, or presentation.
Researchers do not have to submit the checklist to the BPC.


Attachment 1: Submission checklist
This checklist has been developed to support researchers in preparing reports that meet the requirements of the BPC Research Report Style Guide.
The checklist is intended to be used as a quality assurance tool throughout the report development process and before submission of a draft final report or final report. It provides a practical way for researchers to confirm that all formatting, structural, analytical, presentation and referencing requirements have been addressed.
The checklist also supports a more efficient review process by helping to ensure that reports are complete, professionally presented and ready for substantive review. This enables BPC feedback to focus on the research findings, analysis, implications and recommendations, rather than avoidable issues relating to formatting, structure, writing quality or referencing.
Researchers are encouraged to use this checklist as a working document throughout the life of the project, particularly when preparing interim reports, draft final reports and the final report.
A. Formatting and front matter
☐ Official university report template used
☐ University-branded cover page included
☐ Executive summary included that provides a clear and accessible summary of the research purpose, methodology, key findings, conclusions and recommendations
☐ Acknowledgements section included
☐ Table of Contents included and accurate
☐ Table of Figures included (where applicable)
☐ Table of Tables included (where applicable)
☐ Glossary included (where technical terms, specialised terminology or acronyms are used)
B. Structure and organisation
☐ All chapters are numbered
☐ Subsections are numbered hierarchically (e.g. 1.1, 1.1.1)
☐ All required sections are present:
☐ Executive Summary
☐ Introduction
☐ Literature Review (where applicable)
☐ Methodology (including limitations)
☐ Results / Findings
☐ Discussion and Implications (where applicable)
☐ Recommendations and Future Directions
☐ Conclusion
☐ References
☐ Appendices (if applicable)
☐ Report follows a logical flow with a clear line of reasoning
C. Introduction and research focus
☐ Research purpose/question is clearly defined
☐ Research focus is maintained consistently throughout the report
☐ Hypothesis or research objective is clearly articulated
D. Methodology
☐ Methodology is clearly described
☐ Key steps, processes and analytical methods are explained
☐ Justification for the methodology is provided
☐ Limitations are explained
☐ Reader can clearly understand how results were obtained
E. Results and analysis
☐ Findings are clearly and accurately presented
☐ Data sources are identified
☐ Analysis goes beyond description (i.e., findings are interpreted, not just reported)
☐ Clear links are made between findings, analysis and conclusions
☐ Conclusions are supported by the data
F. Critical analysis 
☐ Clear central argument or analytical thread is maintained throughout the report
☐ Evidence is consistently linked to claims and conclusions
☐ Report demonstrates critical analysis rather than unsupported opinion
☐ Alternative perspectives, limitations or counterarguments are considered where relevant
☐ Analysis is coherent, logical, and well-supported
G. Insight and contribution
☐ Report provides meaningful insights beyond a summary of existing knowledge
☐ Findings provide practical value for industry, policy or regulatory audiences
☐ Conclusions demonstrate original or thoughtful interpretation
☐ Implications and/or recommendations are clearly derived from the findings
☐ Future research directions are identified and supported by the analysis
H. Conclusion
☐ Conclusion clearly summarises the research and key findings
☐ Conclusion links back to research question, purpose or hypothesis
☐ Conclusion provides clear and meaningful insights 
☐ No new information, evidence or arguments introduced
I. Writing quality
☐ Writing is clear, professional, and easy to follow
☐ Report is written for a broad, non-academic audience
☐ Technical concepts, specialised terminology and acronyms are adequately explained
☐ Terminology is accurate, consistent and appropriate
☐ Sentences, paragraphs and sections flow logically
☐ Report is readable, engaging and accessible
☐ No grammatical, spelling, typographical or formatting errors are present
J. References and evidence
☐ All claims are supported by credible evidence
☐ Sources are relevant, reliable, and appropriate
☐ A consistent referencing style used throughout the report
☐ All in-text citations match reference list
☐ Sources, data and external material are accurately attributed  
K. Figures, tables and visual materials
☐ Figures and tables are numbered sequentially
☐ Figures and tables include clear titles
☐ Figures and tables are referenced in the body of the report
☐ Figures and tables appear in the Table of Figures or Table of Tables (where applicable)
☐ Figures and tables support and enhance the analysis presented in the report.
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