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Step 1:
Wirite a draft.

Step 2:
Review your
own draft.

Step 3:
Get a helpful
reader review.

DRAFTING THE REPORT

Start with the appropriate stage and repeat the steps through stage 3

Preliminary Draft Review Draft Near-final Draft
Stage #1 Stage i#2 Stage #3
A Preliminary Draft is AReview Draftisa A Near-final Draftis a
a draft that helps you well-organized draft draft that is ready for

(1) discover what you
still need to find out,
(2) organize ideas, and
(3) experiment with
format.

A Preliminary Draft
is not ready for
document review or
final editing because
the writer still needs
to do a major revision.

Start here if you find
the writing'project to
be difficult, or have
not previously written
a similar document, or
do not yet know what
material to include
and cannot outline the
piece, or do not know

that results from
strategic decision-
making and is ready to
be reviewed for content
and organization.

A Review Draft is not
ready for final editing
because the writer
may still make major
changes in content.

Start here if you
understand your
manager'’s
expectations and
preferences, and have
made good strategic
decisions about
content and
organization, and

stylistic revision and
final editing.

A Near-final Draft is
not a draft that should
be reworked in major
ways unless it has
major omissions.

Start here if you

are writing something
simple or familiar, or
have planned the
document well and
are under great time
pressure.

your manager’s can create a good,

preferences and defensible outline of

expectations. your piece.

Use the Writing Review Check the draft using Check the draft using
Checklist {(1-4).If the Writing Review the Writing Review

possible revise before
showing to a reader.

Then develop a list of
questions to ask a
colleague or project
manager. Be sure to

Checklist (1-4).f
necessary, revise.

Then give the piece to
a colleague or project
manager to review,

Checklist.Review 1-4.
Focus on 5-6.

Then give the piece to
a colleague or project
manager to review.

control the

conversation.

The reader should The reader should The reader should
tell the writer what is check the draft using check the draft using
confusing and what the Writing Review the Writing Review
questions need to be Checklist (1-4). Checklist. Review 1-4,
answered. Focus on 5-6.

Return the piece to Return the piece to Correct minor problems.
the writer to revise the writer to revise Point out major

stylistic problems
to writer.

Barbara Shwom and Penny Hirsch. Northwestern University.




WRITING REVIEW CHECKLIST

1. Do your introductory paragraphs provide sufficient context? Do they
* State the purpose of the document (often written as or combined with a“road map”
sentence)?
* State the main point, conclusion, or recommendation?
* Focus on the reader and reader benefits (especially in persuasive pieces)?
2. Do your organization and formatting make ideas easy to find? Does jmur
document use
« Cover material: Would an executive summary or cover letter help a busy reader? If a
letter is longer than two pages, can you break it into two documents: a cover letter and
a separate report or proposal?
« Subject lines: Are they as short and precise as possible?
+ Headings and subheadings: Do they form a logical outline? Does all the material in a
section match its heading?
 Topic sentences: Do they state the most important ideas in the paragraph? Do they
signal how the paragraph will be organized? Do all the topic sentences, read together,
form an outline for the reader?
* White space: Are your pages easy on the eye?
+ Bullet point lists: Do you list out key ideas for emphasis? Do bulleted paragraphs
begin with the key idea?
3. Is the information complete and persuasive? Does your document
+ Stress reader benefits?
Answer all questions that a reader may ask?
Include sufficient details, explanation, and evidence for each point?
Provide rationale and benefits for each recommendation?
¢ Present material in an order that will appear logical to the reader?
Explain the relevance of attachments?
4. Is the ending strategic? Do you use the ending to
* Emphasize key points?
* Spell out next steps, if appropriate? .
* Create a positive impression?
5. Are the sentences easy to read?
» Are sentences relatively short?
* Are subjects and verbs near the beginnings of sentences? Are lists and complicated
ideas near the end?
» Are verbs in the active voice?
* Are lists parallel?
* Are words unambiguous?
* Do sentences and paragraphs include transitions?
* |s language positive?
6. Is the document proofread? Is it
» Free of typos and misspellings?
* Free of grammatical errors, such as run-on sentences, pronoun errors, problems in
subject-verb agreement?
= Consistent in typography: headings, subheadings, caps, underlining indentation?

Barbara Shwom and Penny Hirsch. Northwestern University.
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Report Characteristics

LEARNING OBJECTIVES

After you have read this chapter, you should be able to:
1. Explain the functions of business reports.

2. Describe the characteristics of effective reports.

3. Identify ethical concerns related to report writing.
4

Begin to apply writing skills and ethical guides to create effective,
ethical reports.

5. Identify behaviors that contribute to effective collaboration.

What do a bank manager, a retail store manager, a vice president of a manu-
facturing company, and an executive director of a nonprofit organization have
in common? Although their job descriptions may show considerably different
duties, one task is common to all: preparing reports.

FUNCTIONS OF BUSINESS REPORTS

Business reports are organized, objective presentations of observations, experi-
ences, or facts used in the decision-making process. Some reports supply infor-
mation necessary for decision making; others convey information about deci-
sions that have been made and must be implemented. Some reports provide
information only; these are often called information reports. Other reports
also analyze the data and supply conclusions and recommendations; these may
be referred to as analytical reports.

Since people at all levels of an organization must make or carry out deci-
sions, reports are used in every kind of job. For example, a report may be as
simple as a bank manager’s oral reassignment of a teller from an inside work-
station to a drive-up window after the manager observes that cars are lining up
at the window. Or a report may be as complex as a retail store manager’s writ-
ten analysis of the store’s operations, competition, and goals, concluding with
a recommendation that the business be relocated.




4|Chapter 1: Report Characteristics

For many students, the word report suggests a term paper, a book review,
or a case analysis. But those documents differ from on-the-job reports in many
respects. Whereas you may write a term paper to demonstrate your knowledge
of a subject, you will write business reports to influence actions of other peo-
ple. Although school reports usually flow upward (from student to instructor),
business reports move up, down, and across the formal organizational struc-
ture. You may use the Internet or books and journals from your university
library as the major data sources for a term paper; but your business reports
will frequently contain data drawn from company files or your experience and
observations as well as from print and electronic media. The quality of a term
paper may affect your course grade, but the quality of a business report can de-
termine the success or failure of your career—and that of your company.

The role of reports in the decision-making process is shown in Table 1-1.
The illustration suggests several reports related to one business situation, en-
tering an international market. The first report is an informal oral report by a
J Pac sales associate to the Vice President for Marketing. Assume that J Pac is
a major United States manufacturer of gas grills. The sales associate recently
returned from a vacation in Brazil, which is a significant regional producer and
consumer of meats. While in Brazil, the sales associate noticed that many
restaurants serve meats to order—including lamb, beef, pork, fish, and fowl—
and those foods are often grilled. Many families also enjoy outdoor grilling.
However, the grilling is done primarily over charcoal. Although gas is readily
available to homes and restaurants, the use of gas grills is minimal at this time.
The sales associate thinks there is a potential opportunity to enter the Brazilian
market with J Pac’s top-of-the-line gas grills.

As Table 1-1 shows, the initial oral report by the sales associate could lead
to a series of reports related to the feasibility of marketing gas grills in Latin
America. Those reports may be simple or complex, oral or written, formal or
informal. Moreover, reporting occurs at every level of the organizational struc-
ture. Reports perform many functions in the organization, but the primary
function is to improve the decision-making process and the quality of actions
based on those decisions.

CHARACTERISTICS OF EFFECTIVE REPORTS

Effective reports are understood by the reader as the writer intended, and they
influence the reader to act as the writer desired. The writer’s objectives are
most likely to be achieved if they correspond with the needs and objectives of
the reader. An effective report is accurate, clear, empathetic, and concise.
Above all, an effective report presents information ethically.

Accuracy

Effective decisions can be made only if they are based on accurate information.
Consequently, the first criterion for effective reporting is accuracy. The effective



Characteristics of Effective Reports

Sender Receiver
J Pac sales J Pac sales
associate manager
Sales Vice president
manager for marketing
Vice president Director of
for marketing market
research

Director of Research staff
market

research

Research staff Director of
market
research

Research staff Director of
market
research

Research staff Management

and director committee

of market
research

Report
Content

Consumers in Brazil
enjoy grilled meats;
most use charcoal;
potential market for
our gas grills

Burgeoning
consumer market

is attracting many
U.S. companies to
Brazil; several of our
competitors are
already selling gas
grills in Latin America

Summary of previous
reports; request to
study feasibility

of entering Latin
American market

Summary of vice
president’s reports;
requests research
proposal

Proposed plan for
feasibility study

Findings, conclusions,
recommendations of
feasibility study

Background; summary
of preliminary studies;
findings, conclusions,
recommendations of
feasibility study

Report
Characteristics

Oral;informal

Written;
semi-formal;
supplemented by
oral summary

Written;
semi-formal

Oral; informal; part
of weekly staff
meeting

Wiritten; formal

Formal; written;
perhaps
supplemented by
oral presentation

Oral/visual
presentation;
written summary
of key findings and
recommendations

Decision/Action

Sales manager does
preliminary research;
relays information to
vice president for
marketing

Vice president for
marketing asks
director of market
research to conduct
further research
about feasibility of
entering Latin
American market

Director of market
research assigns task
to research staff;
requests research
proposal

Staff begins work on
research proposal

Director approves
plan; staff conducts
study

Director asks staff
to present report
to management
committee

Management
authorization of
budget for marketing
division to begin
efforts to establish
distributorships in
Brazil




