Business Reports
What is a Business Report? (Tyzack)
A business report is an orderly presentation of facts about a specific business activity or program. There are many ways in which companies may describe their reports: routine reports, progress reports, survey reports, inspection reports, annual reports, sales reports, project proposal reports… etc. What is more important than the name of the report is that you understand what is wanted and needed in the particular circumstance. 

Business Reports’ Place in Business (adapted from Shi)

· Most major or decisive actions in businesses are based on business reports.

· They are quite often used as a way to exchange information in and among businesses 

· Reporting to upper management

· Giving instructions to divisions

· Putting forward proposals

· Presenting the result of an investigation

Ingredients of a Good Business Report (adapted from Tyzack, p. 91)

A good business report: 

· Begins by stating the purpose.

· Investigates the subject thoroughly.

· Is factually accurate.

· Is organized in an orderly way, easy to understand.

· Offers solutions for problems discussed.

· Keeps the reader in mind by using an appropriate tone.

· Has a fluid style, using simple, exact words and including transitions between paragraphs.

Choosing the Right Report (adapted from Tyzack, p.94)

Nothing impresses the business executive more than a well-written report – one that is accurate and to the point. So before you write, consider:
· What kind of report has been requested or is expected?

· What is the purpose of the report?

· Who will read the report?

Your answers to these questions will decide how you should organize your material.

Organizational Pattern of Business Reports (adapted from Tyzack, p.95)

A typical business report is made up of three parts:

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

2) Discussion (Investigation): Exploring relevant issues, such as presenting facts, analyzing statistics and data, and discussing implications.

3) Conclusion: Summarizing the result of the discussion and making 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? 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. In fact most modern business reports are graphic-oriented, using also 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 Illustration

7. The Discussion

8. The Conclusion

9. The Suggestion
Example of Letter-style Report

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.

Examples of useful phrases:

· In this report I present the data collected for…

· This report presents…

· The report is based on the facts we collected…

· The report carries the information on…

· In this report I will explain…

The Illustration (6)
The Illustration is a presentation of what the information is based on – how did you collect or acquire the information? You can list people you collected information from or the ways you collected the information.

Illustration Example:


Examples of useful phrases:

· Although the current sales statistics show that…

· Having made a close survey of the department staff, I found…

· Our research of customer attitudes (written surveys from 10% or our customers) reveals…

The Discussion (7)
This is the analysis of the facts collected. This is a key part of the report as without a rational analysis, a sound conclusion cannot be expected. The Discussion should be as objective as possible as it usually plays a key role in affecting the future strategy of the organization

Discussion Example:


Examples of useful phrases:

· We attribute … to the following factors…

· The figures show…

· It could be counted in this way…

· Let’s examine the facts in this way…

The Conclusion (8)
A conclusion is drawn based on the analysis of the facts or discussion.

Conclusion Example:


Examples of useful phrases:

· To sum up…

· In my opinion…

· Based on the discussion…

The Suggestion (9)
If the report is expected to provide a suggestion for strategy making, the writer should put forward her/his own points of view if s/he has some.

Suggestion Example:


Examples of useful phrases:

· So I’d like to put forward my opinion on the matter…

· I recommend…

· I would suggest…

· I strongly hope…

Types of Business Reports (adapted form Shi)
There are three main types of business reports: 1) Routine Reports, 2) Investigation Reports, and 3) Feasibility Reports.
1) Routine Report
A routine report is regularly or irregularly presented to upper management, often regarding sales or production.
A routine report often uses the letter-style report. As it is written regularly the format may be pre-set so that all you need to do is fill in the blanks with facts or figures. An ordinary routine report includes:

1) a summary of the latest developments in the introduction;

2) presentation of the current major problem as an illustration;

3) discussion of the problem presented;

4) conclusion made based on the discussion;

5) recommendation or evaluation, if there is any.

Routine Report Example 1:


Routine Report Example 2:


2) Investigation Report

An Investigation report is written on the instruction or commission of a person or body of people (Ex. Board of Directors). It aims to provide facts as objectively as possible and usually functions as a source of information to back future decisions in the organization. 
To write an investigation report, keep in mind that the findings are based on real facts, otherwise the report is of no value and may cause poor or incorrect strategies to be made. The report should explain how the investigation was done. After a brief Introduction and Illustration, the report includes Findings and then a Conclusion, followed by Recommendations (optional).

Investigation Report Example:


Examples of useful phrases:

· We carried out the survey in the following way…
· We interviewed …
· The questionnaires were collected…

3) Feasibility Report

A feasibility report is one that evaluates a program or a potential strategy. It is based on a close study of the program and a full consideration of the advantages and disadvantages of the future effect. A feasibility report provides crucial help in any major business decisions being made.

A typical feasibility report is made of:

1) Introduction

2) Analysis

3) Alternatives

4) Evaluation

5) Conclusion
6) Recommendations

Feasibility Report Example:
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To: George Miller, General Director


From: Jeannette Kahn, Sales Director


Date: April 15, 2010


Subject: Drop in First Quarter Sales





Introduction


Sales in the first quarter of this year dropped 24% over the same period last year. Last year the first quarter sales reached $12 m. and this year they were only $9.7 m. Almost all sales staff were hit by the slow market.





Sales Figures


Our most important markets are in the North, West and Central regions. Sales in these regions make up two thirds of our whole sales. This is their first quarter sales:


  Region			       Sales Goals			      Actual Sales


The North				3.4 m.					2.1 m. 


The West				3.6 m.					3.2 m.


Central					4.7 m.					3.5 m.





Causes of Drop


We attribute the drop to:


Global warming weather. Our major products in the above regions are water-heating units and they used to sell well in the first quarter as the weather was coldest in January.


Pressing market competition. The products market has filled with many competitors’ products and it is very tough to maintain sales at the level of last year. In the West region for example, there are at least seven other major brands of water heating systems.





Conclusions


The market is slow, but competition is pressing. Even though our sales dropped there is evidence showing that our products still have a good market share. We have many established clients and distributors. If we could provide strong support and better after sales service we might survive the overstressing market competition.








It does seem there is a trend to warming weather on a global scale so we need to consider how this should affect our product focus.





Recommendations


A comprehensive promotion campaign is needed,


Seminars should be held for our established distributors and clients so they can be informed of our latest development in the products. This should help increase sales.


Our after-sales team should be strengthened with more favourable measures and skilled- in-communication staff.


A new range of products should be developed.








Introduction


The training staff held one advanced course for supervisory personnel and one basic course for rank-and-file workers in April. In May, we have scheduled one advanced course and two basic courses. With enrolment increase, we will consolidate scheduled classes. The final version of the Safety manual, which is under revision, will be ready by May 10.





Work Performed during This Period


Two training sessions are not being well attended because this training is on a voluntary basis. Unless this training is made compulsory, attendance will continue to be a problem.





Project Plans


The following classes are scheduled for May:


     May 15 Advanced Course (Shop Superintendents and General Foremen)


     May 22 Basic Course (Rank-and-File Workers)


     May 29 Basic Course (Rank-and-File Workers)





Final editorial changes are being made in the Safety Manual. The cover and final artwork are nearing completion. The manual will be ready for distribution by May 10.








To: Robert Olson, Safety Director


From: Terry Miller, Safety Training Coordinator


Date: May 3, 2010


Subject: Safety Training Program for April 2010








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 obtained most of this information from Mr. Ronald Braun, the financial analyst, and Ms. Margaret 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





















































Conclusions


Purchasing new computers is not necessary at present.


Special bonus payments may result in problems.


Language training course are good for both the company’s operations and the employee’s motivation.





Recommendations


It is felt that the best solution for both the company and the staff would be to invest in language training. It is suggested that the company should organize courses in French and Spanish. Those employees who have contact with partners should be assured of places but other interested members of staff should also be allowed to attend.











To: The Executive Council


From: E. B. Fenton, Director of Operations


Date: October 20, 2009


Subject: On the Re-investment of This Year’s Profit





Introduction


This report sets out to examine how the company should re-invest this year’s profits.





Alternatives


The areas under consideration are:


The purchase of new computers,


The provision of language training courses,


The payment of special bonuses.





Evaluations


New computers


The majority of company computers are quite new and fast enough to handle the work done on them. Consequently, new computers would not be recommended.


Language training courses


The company aims to increase exports, particularly in Spain and France. Therefore, language training courses would be an excellent idea for those employees who deal with business partners and customers overseas. In addition, training courses would increase motivation: staff would enjoy the lessons and perceive that the company is investing in them. Therefore, language training would be an option.


Special bonus payment


Although special bonus payments would have a beneficial impact on motivation, they would have no direct effect on the company’s operations. There are also potential problems concerning the selection of staff eligible for the payments and the setting of a precedent for future payments. Therefore, bonus payments would not be advisable.


























To: Sarah Lee, Sales Manager


From: Mike Johnson


Date: October 9, 2009


Subject: Sales Performance of the Shanghai Branch





Following your instruction, we examined the cause of the decline in sales at the Shanghai Branch. We visited the office and most of their major customers there. These are the findings.





Findings


Some of our major customers in Shanghai have closed down and some have moved.


Other customers are planning to move to Suzhou or Wuxi as business there is booming and they can enjoy favourable policies from the local governments there.


The Shanghai Office has not kept an up-to-date mailing list for sending circulars to existing customers who have moved, or potential customers moving in.


The customers I visited were interested in more advanced air-conditioning systems instead of the traditional model we supply them with at present.





Conclusions


A more favourable after-sales mix is needed to keep our customers there.


An up-to-date circulars list should be made.


The supply needs adjustment to replace the traditional models with new ones.





Recommendations


A travelling sales representative be positioned in Shanghai to keep contact with customers who have moved out of Shanghai but may still purchase our goods.


The Shanghai Branch needs technical support in dealing with information or data sorting.


In our supply chain, replace traditional models with our latest models.
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