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EX 5%H
REPORTS & TYPES

After reading this chapter, you should be able to know
O what a business report is or should be like

O the types and functions of business reports

O how to stay consistent in the type and style

O the benefits of learning how to write reports

FEFER WMEOFR" | 2R RE . BRRAT
HNE" . "FEREREEHALHNE" FEASEE—MERE
HIAME

Each of the hundreds of published reports the author of this
book has collected and reviewed seems to have its individual features
and characteristics. The differences are found in almost every item
or element that makes up a report. Even students doing the same
assignment given by this teacher tended to produce quite individual
works. Varieties in this regard are indeed another testimony of the
human creativity and business complexity, as shown in the fragmented
examples spread throughout this book.

‘This is what it should be, since every report serves a different
mission and is tailored to a specified audience. And there are other
factors and dimensions to spell change and quality, such as task, time,
locale, and most important of all, the writer.

The most important orientation coordinated for this textbook is
this: report writing is a practical tool beneficial to the practitioner
at the workplace, rather than an academic endeavor or a classroom

exercise being “performed” to earn a credit on a university course.
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There are many situations that call for the writing of business reports, and there are many
reasons why people write them. Partly as a result there are many types of reports, depending
on how we classify them. Sometimes we group reports by where they are presented, such as
academic reports, laboratory reports and public statements. Sometimes we sort by function,
including recommendation reports, progress reports, analytical reports, business information
reports, credit evaluation reports, investigation reports, survey reports, and market research
reports.

If we take a project to be undertaken by a company as a process, we can and may need to
produce, at different stages of the work, several reports, such as the Research Proposal, the
Budget Plan, the Progress Report, and the Recommendation Report.

No matter how we group them, reports are often created to do one or two or more of the

following, and these functions are not mutually exclusive:



Next we are trying to make a distinction between formal and informal reports.

information
instruction
explanation
motivation
persuasion

recommendation

Formal & Informal Reports

On an important parameter we may classify business reports by deciding whether
they are informal or formal. The word “informal”, like the term “report” proper, is
a generalization that covers many factors. An informal report may be one submitted
to the lecturer by a college student on his selected readings of a subject, or a brief
composition citing all the necessary justifications for announcing a staff meeting, or a
draft document listing the advantages and disadvantages of setting up a warehouse near
a port for client access.

Meanwhile, there are many varieties of the “formal” report. These include abstracts,
status reports, market reports, feasibility reports, problem-solving reports, budget
reports, product analyses, market segmentation analyses, research reports, investigation
reports, marketing planning reports, marketing proposals, accident reports, annual
reports from businesses, progress reports, inspection reports, consumer accounts,
instructions, and many others. In fact, some of the “informal” reports belonging to the
previous paragraph can also be rewritten into formal ones.

Sometimes belonging to this group are booklets, manuals, notices, catalogs,
newsletters, computer software packages, training programs, and other materials used
in business operations.

Reports of all the formats illustrated in Section 3 of Chapter 4 can be either formal
or informal. But this course, as well as this textbook, will mostly focus on formal
reports used in the business community for external circulation, or distribution outside
the company where you work.

Presentation Formats

When we classify reports by their presentations, we might as well have four types
— the memo, table, letter and regular formats. These formats are typically employed
in short reports, as you can find some models in Section 3 “Sample Short Reports” of
Chapter 18, where there are “real” productions showcased.

Here below are the outlined structures and organizations of these four.
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Figure 1.1 Report in a memo format

To: John Smith
From: Zhu Jiangiang
Date: Monday, January 12, 2009
Subject:  Suspension of negotiation with XYZ Company on wind turbines
This table below looks like a “usual” table enclosed in a report, but it is a reportin a
table format by itself.

Figure 1.2 Report in a table format

Status After Start of Production
Week in which Quantity of products | Quanty of scraps |Scrap rate in
inspection was up and above found in each lot | percentage of total
performed standards inspected
Week 1 3938 168 4.266 %
Week 2 4131 176 4.260 %
Week 3 3432 243 7.080 %
Week 4 3626 137 3.778 %
Week 5 3735 182 4.872 %

While tables are common sights in business documents, reports in the table formats
are also often found in operation processes. Reports in the table format extend to
include many of the visual forms cited in Chapter 10. They do not involve as much
language as data; for this reason these are not to be the type of reports in this textbook.
A subcategory of “table reports” is to be illustrated in Chapter 18, where short reports
of different formats are discussed.

Figure 1.3 Report in a letter format

Dear Ms. Marie Velez-Mitchell:
' Re: 2009 Market Analysis: Water Purifier in China

This report attempts to represent the status quo of the Chinese market for our pet food
. products. First is a description of the current situation of the market and then, a projection
i of the potential demand of the regional market.

Considering all this, we hereby suggest that we make more investment on advertising in
. the China market in the next season.

{ Yours sincerely,



The three dots in between the two paragraphs represent the body part of the entire
report, which can be several paragraphs or even as many pages in the original. Here
only the skeleton is reproduced, including both the beginning and ending paragraphs.

Figure 1.4 Highlights of a formal report

Transmittal information

State the Problem to be dealt with
Explain the Background and Methods used
Present Research Results and other data
Provide your Analysis of the data available
Give your Conclusions and / or recommendations
This textbook will have the regular report format as vehicle of exposition, including
the discussion and illustration of message, formatting and language.

Information Reports

One way to classify business reports is by their functions. In this regard there
are also many kinds, and so far there is little consensus among even experts on the
classification. But we can have some ideas about functioning reports by looking at
these “names”: feasibility reports, process reports, laboratory reports, term reports,
et cetera.

Here we single out one way of classification for utility purpose: the division of
formal reports into two main types: information reports and recommendation reports.

Information reports include notification or notice, announcement, accident report,
annual report, progress report, inspection report, trip report, meeting minute, and
extending on to an account describing a group of consumers, and an instruction or a
guide for the end-users of instruments or appliances.

In information reports, facts are organized well and presented comprehensively.
But there is little analysis or interpretation of the facts presented. An annual report, for
example, presents shareholders and other readers with major facts about a company’s
operations during the past year and the expectations for the year ahead. A progress
report, for another instance, gives the status of an on-going job or project. And if the
lack of accuracy can be pardoned here; we may say that quite a proportion of newspaper
articles belong to the type of information reports.

Recommendation Reports

Sometimes also called problem reports, this type of documents includes feasibility
report, problem-solving report, budget report, product analysis, market analysis,
research report, investigation report, and marketing report.



