
Writing your JRF report 
 
JRF’s reports are an important part of our mission to solve poverty in the UK. 
They provide an accessible source of evidence and recommendations that can 
help us to influence change. 
 
We’ve updated our report format and guidelines in response to feedback from 
our stakeholders and in line with what we know about effective online 
communications. Please read these guidelines thoroughly before you start writing 
your report, even if you’ve written for JRF before. 
 
Essentials at a glance  
 

• Process – your project manager will approve the final draft of your report 
and pass it to our editorial manager, who will oversee the production of the 
report. We will consider what publicity we will do to support publication. 
Please submit your final Word draft to us with Excel files for any figures. 
One of our copy-editors will liaise with you on scheduling, proofing and 
amendments. You will be sent proofs to check – you will not be able to 
make major changes at this. Once these are done, JRF will create a front 
and back cover, send you a pdf copy, and upload it to our website. 
 

• Timing – we allow at least four weeks for the editing and production 
process, from receipt of the report by the advocacy and public 
engagement team to publication. We take a strategic approach to 
publishing reports, for example we may link publication to relevant dates in 
the political calendar or news agenda. 
 

• Word count – a maximum of 10,000 to 15,000 words is the ideal length 
for a JRF report. 
 

• Language and style – use clear accessible language, in short sentences 
that are easy to scan online, and please avoid jargon. Use the ‘active’ not 
‘passive’ voice. Explain, in the text as you go along, any specialist terms 
that can’t be avoided. Remember that the audiences for your report might 
not be specialists in your area. Please read our style guide before writing 
your report.  
 

• Framing – JRF is working to understand public opinion on UK poverty and 
use insight gained from research with 20,000 people to talk about poverty 
in a different way. We have highlighted the most effective messages to 
build public support to solve poverty - find out more here. We will work 
with you on how best to apply this to your report. 
 

• Formatting – send your report in a Microsoft Word document, with tables 
included. Our editor will format it in our brand style, so please don’t format 

https://www.jrf.org.uk/sites/default/files/jrf/jrf-style-guide-2019.pdf
https://www.jrf.org.uk/report/framing-toolkit-talking-about-poverty


or brand it yourself. Do not use automatic contents pages and footnotes – 
they are very hard to edit. If your report includes figures, please put a low-
res version of the figures in the Word doc to show what should go where, 
and provide the original, editable Excel files (only include information 
relevant to the report in question in your Excel files). The final published 
report will be a PDF. We rarely print our reports.  
 

Your report should include the following (unformatted) sections in this 
order: 
 

• Title. 
 

 
 

• Contents. 
 

 
 



 
 

• A concise executive summary of up to 600 words, which includes bullet 
points of the key conclusions from your study.  
 

 
 



 

• Intro 
 

 
 



• Main content/chapters.    

 
 



 
 
 
 



• Conclusion. 
 

 
 
 
 
 
 
 
 
 
 
 
 



• Notes/references.

 



 
 
 
 
 
 
 
 
 
 
 
 
 



• About the authors. 

• Acknowledgements.

 
 
 
Title – we will work with you and the project manager on the final title for your 
report, ensuring that it will be as effective as possible in internet search results. 
Our report titles describe clearly what the report is about, using the key words 
that people search for online.  
 
Contents – please do not format your contents – just do a simple list of chapter 
titles. Page numbers are irrelevant until the editor uses the final template, so 
there’s no need to add them either. 
 
Exec summary – our stakeholders have told us they really value a concise 
executive summary. It’s a brief summary of the report and a guide to the key 
conclusions and policy/practice implications. Your executive summary should be 
a maximum of 600 words. If needed, you can use subheadings and bullet points 
to break up the text and make it easier for readers to scan. It can be best to write 
this after the rest of the report – sometimes the report’s chapter headings can be 
used to structure the executive summary. 
 
Intro – this may include a short introduction of your methodology, policy 
context/relevance of the report, and other suitable background information. 
 
Main content/chapters – this is not a complete record of your project and 
everything you found, but it should give enough information and context to make 
your key findings and policy conclusions credible and understandable. Please 
use short, descriptive, unnumbered subheadings to help readers navigate your 
discussion. 



 
Conclusion – your conclusions and policy/practice implications may have been 
discussed in the main text, but you should still include them as a separate 
chapter at the end of the report. Only include conclusions and recommendations 
that are backed up by the main body of the report.  
 
If relevant, include examples for practitioners, local government, central 
government, voluntary sector etc. Implications for policy or practice are 
potentially appropriate for all reports. Where your report goes a step further and 
gives recommendations, make sure they’re specific and based on evidence 
relating to the project. 
 
Notes and references – use the Harvard (author/date) system. See the style 
guide for more info. Use endnotes – do not use footnotes. Do not use Word’s 
automated system for this – instead number consecutively through the 
report, typing a bold, full-size number in the text where the indicator needs 
to be.  
 

About the authors – please remember to supply a few lines about the authors 
for this section, this can be a quick summary of your education / career history.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.jrf.org.uk/sites/default/files/jrf/jrf-style-guide-2019.pdf
https://www.jrf.org.uk/sites/default/files/jrf/jrf-style-guide-2019.pdf


 
Things that JRF adds for you: 
 

• A short front-page ‘blurb’ of 150 words, stating what the report is about, 
and including up to three recommendations or actions for readers. This 
text is written by the JRF Editorial Manager to reflect how the work fits with 
our strategy and the external political environment, it’s agreed with our 
media team, JRF project manager and the research authors. 

• How it links to our mission (also on the front page). 
 

 
 

• A link to our subject-experts’ page on the JRF website as a contact point 
for people wanting to discuss the research with members of JRF. 

• Front cover / back cover / ISBN number and copyright. 
 



 
 
 

Specifics 
 
Active v passive voice – sentences written in the active voice are more direct, 
easier to read, and add impact to your writing. Sentences written in the passive 
voice are slower to get to the point and less straightforward to read: 

 

Active  Passive  

Harry ate six shrimp for dinner.  At dinner, six shrimp were eaten by Harry.  

Beautiful giraffes roam the 
savannah.  

The savannah is roamed by beautiful 
giraffes.  

Sue changed the flat tyre.  The flat tyre was changed by Sue.  

 
Figures, charts, graphs, maps etc – please indicate the place in your Word file 
where these should appear, and also send us a separate Excel file containing 
any original data and the graph it creates, marked clearly so we can match it to 
the location in the word document. Please put each figure on a separate Excel 
sheet within the file, rather than having them all on one sheet that is scrolled 
through. Please remove any data not connected to the report from the Excel file. 
They will be drawn in a print-quality format in our brand style by JRF’s designers 
using the chart and supporting data and, in the case of maps, a Shapefile if 
available. If you’re using something other than Excel to generate your figures, 
please get in touch as early as possible so we can work out how to present them. 
 
Captions should be numbered consecutively (for example, Figure 1, Figure 2) 
and describe what the graph, chart, map or figure is and the main point it is 
making: 



 

 
 
Please ensure you have permission to use any figures or images that are not 
your own before you submit your report to JRF. You should also include the 
source of the information, and make sure that the image is a high enough 
resolution to use: high-resolution JPG or PNG files, at a minimum of 300 dpi. 
 
Please do not copy maps, graphs, pictures etc from the internet – the quality of 
these will not be high enough to use, and it is often difficult or impossible to get a 
better version. If you see something on the internet that you’d like to use, please 
get permission from the content owner and ask them for a high-quality version. 
 
Photographs and images – supply as high-resolution JPG or PNG files, at a 
minimum of 300 dpi. Line drawings should be supplied either as Bitmaps (BMP) 
or TIFFs, at a resolution of at least 600 dpi. 
 
Use photographs and maps if they are a more effective way of explaining 
something than text – not purely to illustrate the report. 
 
Case studies  
Please clearly indicate any case-study text, because your editor will put this in 
separate boxes from the rest of the text at the layout stage. 
 
Quotes 
Please include quotes where appropriate, they bring the research to life, but keep 
them concise and to the point – make sure they support or illustrate points you 
are making in the text. Indicate the source of your quotes – use descriptions like 
‘21-year-old man, living in a shared-ownership house’ to maintain confidentiality. 
It is your responsibility to ensure your report (particularly use of names, case 



studies, quotations or illustrations) complies with the commitments you have 
made to protect the anonymity and/or confidentiality of research participants.  
 
Tenses 
Write in the present tense as a general rule, but when referring to research 
findings bear in mind that opinions change and the past tense will usually be 
more accurate and appropriate. 
 
For example, if a report is being written today of research done last year, ‘Most 
people who voted leave think leaving is best for Britain’ should be ‘Most people 
who voted leave thought leaving was best for Britain’. That is to say that this was 
the case then, when the research was done, but it has to be accepted that it may 
not be the case now.  
 
However, if you are expressing a general opinion of what you think the situation 
is today, then you may correctly write in the present tense as it is what you 
believe now, not many months ago when research was carried out. 
 

Table formatting  
Tables will be reset to JRF’s house style by our designers during the editing 
process, so please don’t spend time on their appearance. A basic table is best.  
 
Section numbering 
Please number figures and sections consecutively as there’s less room for error. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you’d like further info on anything included in these guidelines, please contact 
the Strategic Communications Design and Development Team at: info@jrf.org.uk  

mailto:info@jrf.org.uk

