Business Reports
Compiled by Ruth Anderson; Simplified by David Scott
What is a Business Report? (Tyzack)
A business report tells the reader about a business situation.
Types of reports: routine reports – updates on things like monthly sales.
                            progress reports – say how a job is progressing.
                            survey reports -  compare a number of options
                            inspection reports – describe a situation 
                            annual reports – state the profits and losses for a year and plans for the future
                            sales reports – say how a product is selling
                            project proposal reports – present ideas for new a project
                                          and more. 
All these reports are the same, no matter what their name.  They each have a purpose.  They tell people about something.

You need to understand what the people who will read your report need to know. Then you must make that information clear and easy to read.

Business Reports are Important
Most major or decisive actions in businesses are based on business reports. Business reports are powerful tools. Business executives are impressed by a well-written report – one that is accurate and to the point. 

Organization of Business Reports
A typical business report is made up of three parts:

1) Introduction: States briefly the purpose of the writing and/or the circumstance under which the report has been prepared.

2) Discussion (Investigation): Explores relevant issues, presents facts, statistics and data, and discusses implications.

3) Conclusion: Summarizes the result of the discussion and makes recommendations

Reports vary in length and in organization. 
If you are writing a simple informative report in which you do not have to analyze problems, you can organize the material by asking yourself the traditional news reporter’s questions: Who? What? Where? When? Why? and How? and recording the answers.
If you are writing longer, formal reports, you should use headings or number your points (1, 2, 3, a, b, c, … etc.) or use a combination of both. These devices break up the material on the page for easier reading and also stress key ideas for greater clarity. 
Most modern business reports use a variety of tables, charts or other visual aids to make the report clear and easy to understand.

Parts of a Letter-style Business Report (adapted from Shi)

A letter report is made up of two parts: Headings and Body. The headings’ components are:

1. From line

2. To line

3. Date line

4. Subject line

The body’s components are:

5. The Introduction

6. The Source(s) of Information
7. The Data and Analysis
8. The Conclusion

9. The Suggestion
Example of Letter-style Report
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Expanding on the Body (adapted from Shi)
Introduction (5)
The Introduction is to let the receiver know what to expect in the report and why it was written. It should be brief and clear.

Source(s) of Information (6)
The Source(s) of Information is where you show how you collected your information. You can list people you collected information from or the ways you collected the information.

Source of Information Example:

[image: image3.png]Conclusions

Blah blah blah blah blah blah blah blah blah blah blah
blah blah. Blah blah blah blah blah blah blah. Blah blah
blah blah blah blah blah blah blah,blah. Blah blah
blahblah blah blah blah blah blah blah blah blah
blah,blah. Blah blah blahblah blah blah blah.

Blah blah blah blah blah blah blah blah. Blah blah blah
blah blah blah blah blah. Blah blah blahblah blah blah
blah blah blah,blah.

Recommendations

Blah blah blah blah blah blah blah blah blah blah blah
blah blah. Blah blah blah blah blah blah blah blah.

Blah blah blah blah blah blah blah blahblah blah. Blah
blah blahblah blah blah blah blah blah blah blah blah
blah,blah.





Examples of useful phrases:

· We consulted sales statistics for the previous 4 quarters…

· A close survey of the department staff was done…

· We researched customer attitudes using written survey given to 10% or our customers …

The Data and Analysis (7)
Key part of the report. The facts you’ve gathered.  This is what the conclusions are based on.

Analysis Example:
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The Conclusion (8)
A conclusion based on the analysis of the facts.

Conclusion Example:
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Examples of useful phrases:

· To sum up…

· In my opinion…

· Based on the preceding analysis…

The Suggestion (9)
If the report is to help make decisions, the writer should put forward suggestions.

Suggestion Example:

[image: image6.png]Summary

Blah blah blah blah blah blah blah blah blah
blah blah blah blah. Blah blah blah blah blah
blah blah. Blah blah blahblah blah blah blah
blah blah blah blah blah blah blah.

Blah blah blah blah blah blah blah blah
blah blah blah blah blah blah blahblah blah
blah blah blah blah blah. Blah blah blah
blah blah blah blah blah blah blah blah





Examples of useful phrases:
· I recommend…

· I would suggest…

· I strongly hope…

· I advise...

Short Formal Report (adapted from Blicq)

The formal report has the following sections:

1. Cover Letter

2. Title Page

3. Summary

4. Table of Contents

5. Introduction

6. Discussion

7. Conclusions

8. Recommendations

9. List of References

10. Appendices

1. Cover Letter – separate page  (see p. 168 in textbook for more details)
A letter that accompanies and introduces the report. It says what the report is about, and may say what conclusions were reached.
2. Title Page – separate page  (see p. 170 in textbook for more details)
Should contain (the information in each lettered section is grouped together): 

a) report title

b) name of organization the report is being prepared for, name of the person the report is directed to

c) name of the organization issuing the report, name of the person who has written the report

d) date the report is issued

3. Summary – separate page  (see p. 171 in textbook for more details)
Must be short (1 to 3 paragraphs) and cover all key information presented in the report. It’s job is to “sell” the ideas of the report and persuade the reader to read more of the report. 

Hint: Always write the summary last – after the rest of the report is done.

4. Table of Contents (T of C) – separate page  (see p. 172 in textbook for more details)
Shows the reader what is in the report and helps reader find any part they are looking for. To make a T of C copy the headings of the report, using the same words. 
Note:  The Table of Contents DOES NOT LIST the Cover letter, Title page, Summary and Table of Contents.
5. Introduction (see p. 172 in textbook for more details)
Page numbering in the report starts here.

The introduction covers the background, purpose and scope of the report.

DO NOT assume the reader has read the summary. All information from the summary must appear in the report in the appropriate places.

6. Discussion (see p. 173 in textbook for more details)
Presents facts and discusses them.

· Outline your approach

· Describe what you did, or what you found out

· Discuss the results

Information can be presented either in Chronological order, Concept order (in the sequence most likely to persuade the reader to follow your recommendations) or in Subject order (grouping topics based on how you will evaluate them)

7. Conclusions (see p. 179 in textbook for more details)
Sums up major findings and ideas that have been presented in the Discussion. You will end up repeating some things that you have said in the Discussion section. This section does not present new information.
Note:  The conclusion does not suggest any actions to take, that will come in the   
            recommendations section.
8. Recommendations (see p. 179 in textbook for more details)
Must suggest action to take. No new information is presented in this section. Keep recommendations short and make them strong. Put most important recommendations first.

Recommendations should be based on the Discussion and Conclusions in your report. They should make sense and seem logical.

9. List of References – separate page  (see p. 180 in textbook for more details)
Just like in an essay, the source of any information you use to in your report from outside sources must have a reference entry on our References page. This shows that you are not just making up your information and that it is not plagiarized.

10. Appendices – separate page or pages  (see p. 191 in textbook for more details)
This is where drawings, graphs, photographs, test results, detailed calculations, printouts and documents like catalogues, brochures or product specifications that would break up the flow of the Discussion section are put. Only include something in an appendix if you refer to it in the report.

Each appendix is a separate, stand-alone document. 

- Put them in the order in which you refer to them in the report. 

- Label each appendix with a letter.

	1. Cover Letter
	2. Title Page
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Therefore, I’d like to make the following recommendations:


The Company should consult with a reliable auditing company before entering into any negotiation with ABC Company.


The Company should undertake a further survey to determine the trend of the economic and financial situation in the Middle-East.


If the Company decides to make an investment into ABC Company, a written memo should be sent to our partners to declare that we just made an investment and that doesn’t indicate that we agree with any employment of children.





In conclusion, the investigation indicates that investment in ABC Company is not as reliable or beneficial as investment in the field we have been engaged in.





…So the review of ABC Company’s recent performance shows:


1. It has shifted its major operation to Southeast Asia.


2. Its operation in the Middle-East has been affected by the unsettled situation there.


3. Most of its major stock holders are still optimistic for its future development.





If we invest in ABC Company, we should be aware of the recession in the Middle-East. We may make some of our chief partners unwilling to cooperate further with us as they hold the viewpoint that ABC has been backing some corporations which are believed to employ children workers.





I got most of this information from Mr. Don Braun, the financial analyst, and Ms. Mary Persasky, the investment advisor. I also spoke with some of the senior staff in the financial department as well as reading some reports on ABC Company in some leading newspapers and trade journals.
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From: Ronald Greenfield, Personnel Manager Division A


To: Maggie Loeb, Managing Director


Date: 17 May 2010


Subject: Proposed Installation of Automatic Coffee Machine





Following your memorandum of 27 April we did a small study of staff views in 3 departments.





My personnel officer informally asked a representative sample of office workers a number of questions. He asked whether: 1) they drank coffee during their break; 2) they would use an automatic coffee machine if available.





We can summarize the results as follows:


65% said they enjoy a good cup of coffee,


15% said they would use an automatic coffee machine, but more added: if the coffee was cheap.





In conclusion, it seems feasible to get an automatic coffee machine if we can keep the prices low.





In my opinion we should look into the costs of the coffee itself further before deciding to go ahead with buying the automatic machine.


Ronald Greenfield
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