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Preface

B

Hl &

The purpose of this book is to show the reader how to write good business
reports. It does so by examining and explaining the various components
of business reports and providing models of these components. An easy-
to-follow step-by-step approach is adopted. The examples included
have been carefully selected and are relevant to a wide range of business
situations.
HHEEMEERRNEEAMUEHHERNRFRE . EdxE
R FMERTERE, DR RN SR ESHRI
WHl, HEAR, Bt e EE MR, BREENTE
AR ZE ook, JFES ENRFHREEKR.

This book is intended for those who wish to learn and master the
techniques and skills required to write good business reports. It can be
used as a textbook for the business communications student. It can also
be used as a reference book by all business executives who need to write
reports.

BT B R XA B MERE RS AMENRFREH
TR ATISREER, BrLUBRERT LME RS IERBEMEEAS, X
ARSI ERESERL RS RENEEEEAR, EATHES
FHA.

The book begins with an examination of a number of questions relating
to business reports. It then describes the component parts of business
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reports: Title Page, Contents, Executive Summary, Acknowledgements,
Background, Terms of Reference, Scope, Source of Information,
Information Gathering Method and Procedure, Presentation of Findings,
Discussion and Interpretation of Findings, Conclusions, Recommendations,
Bibiliography and Appendices. This is followed by detailed discussions
of the components. In addition, there are ample models, explanations and
exercises.
XABEENEERFIREYW RK-— RIVHERBIEA T BRI
¥, BEERHR T RFRENSNERES: BR, BX, TR,
i, BR, WAKBARMMEXEE, EE, FEXRKR, SRSy
MR, BXHPIAER, MRERNIHEMER, i, &
W, SEFRAME. XTRFiE & MR o TR R
BERIT, WA, AFREFT RKEWNEH], MIEHMUERMZES,

Thanks are due to a number of colleagues and associates, including Millie
Ng, Janet Mitchell, Samuel Tang, James Cameron and Kerstin Thorn-
Seshold for their time and effort in proof-reading the draft, trialling the
materials, and invaluable comments. We thank them for their perseverance
and apologize if we have not done their comments justice in our
revisions. We would dearly like to have had all the errors eliminated: the
responsibility for those that may be left is entirely ours.

7R X BB R a9 [ 3F B T4, At {12 Millie Ng, Janet
Mitchell, Samuel Tang, James Cameron #1 Kerstin Thorn-Seshold, fth
TImBAI AR, FEBC oI . RS AR EA SRS, T
KBRS o AR M43 KB b ok BE- B2 IR WA 1T A HE
W, FRTFREMIIERKE, BREEREHMFR, WHHIEHER
MAZRZAL, REREETFTREA

Anthony Cheung
David Knapp
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B8l HakiE?
Introduction: What is a Report?

Inth
“wntereports o o -
Eﬁt‘uﬂﬁﬁuﬁ %?E*b“l ?ﬂdﬂﬁ#ﬁ&ﬁ-—ﬁ&ﬂj—%lij@o

The questions are these:

X R EZ
What is a report? H 4R /47
Why are reports written? AT A EBRE?
Who reads the reports? #H iR E
What types of reports are there? LA LA
What is a Business Report? H AR BHRE?
How are reports structured? MLt L M2 EHG?

What sort of language is used in a report? B R E P ARFIET?

Think about these questions in relation té{' your own w&ryk‘ayndtry to answer
them either in your first language or in Engnsh on paper or m yaur mmd
There is no “right” or “wrong” answer. In this Chapter we will look at some
suggested or possnble answers. These are then foﬂowed by a dcscussmn
of some of the reasons for writing reports and some of the probiems whlch‘
might be encountered.

B SHRTEREHIE, 3 E%RARNGEREBES F SRS
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EEXERET, &F X" R HE HER. EX—F, HMERE—EBWET
BENEER, BERIMNETLATASHERENESEPTHBHN— LR,

Y 4 2H&E? What is a Report?

?Eiﬂ’]'-l%’ﬁﬁ%‘”‘" %ETEILAli %tﬂM\EE‘,E’JmX

The purpose or aim of a report FEHE XA
The content of a report REGAE

The readers of a report R&aikH

The reasons for writing a report BEEREHRR

Exercise 1.1 ( %3] 1.1)

Your definitions:

RAVEX

Here are some suggested answers:

THEBSBUNEER:

The purpose of a report is BEHBHR.
to convey certain specific information, HEXFHRNGEE;
to provide people with information. BIAMRBAZ &

A report contains i SRR o
an account of something, AT
a description of events, SHEAFHGHE,;
results of research, etc. XTEXAREHER, %,
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A report is written RERA
for a specific reader or readers. AHZ AR EABEREH,
The reason for writing EHfREHER
is usually an answer to a question 18 F A3k P A
or demand for information. REMZETRGEL,

A report is an account of an event/events BERAAENFSH/ E0FH

or a subject REAN T,
giving information GETOEL T AL F

to a specific reader or group of readers, R FHRPEEL,
usually in response to a request BEASEEGER
or enquiries for information. K& E R,

e To give information on specific areas as & - KR ABL4F T AR 0915 &
requested

e To give information on which decisions {2 BL4E 4B I BB S R #9415 8

can be based :
e To give information to interested parties WH %5 GREH LML AZHIZE
on specific work done :
: @ To provide a written record #EF@EITE
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e To provide a record of the results and R LLERILERGITE, URE
conclusions of research from which debate  Fit i :
can begin

e To provide general information to other &} i L& F EFRAE—4E8

staff or colleagues

Pe . and for many other reasons. ARE A R RE,
. @ Can you think of any? R £ % o R EG?

Exercise 1.2 ( %3] 1.2)

What are some of the reasons why you or your colleagues might write a
report?

FRARNEERSRENFREAZTA?

Summing up, reports could serve three major functions:

Rk, REBERBE=1TE:

R F L EE, :
: from which recommendations can be #BFLEAZLRE,) :

made. These are usvally commissioned by

: @ Investigative—to give information (A& 34k

: someone.

: FERITHR, Tk
: procedures or practice, in order to make  FEK FLHEKIN, LR TF—F 847

: @ Evaluative—to assess current policy, (###-3h4t

recommendations for future action. i EB ) :
® Progress—to serve as a record of work (R sk} B 3 fh——T E A HATH A
already done on an ongoing project. Bi# At ITieR,) :

Y WREIE? Who reads the reports?
A report is often commissioned by a particular person or group, e.g. a

<10 -
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BEBEFRSHEAZERIEATEN, WRLEIEERAR. Bk, T
BUAGIR &N EEREEREBLERRSERENAIEI .

BN TELSSAREHEN. BEXEARLEE SR FHHEAHNE
HEATEME. AR, XTAEBERTS EHIHAR.

iR

ISt $R&E T BE M 6 ZE R AL UMY R AT AR KT TT o

ZRREHRNS, RAFICEERARERESN. ERSEREHEZ
REBLERERERAOE.

R FEN T BORAEENOANR, FREWEROAEERENAERETS
1+/AO

NI REEWLIE? What types of reports are there?

REFHESFERARIBARE B, F—EHF.

« 11 -
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a pubhc companys AnnualkReport or for a more specnahzed readershlp,
e.g. technical reports, financial reports, etc. They might also be written for
government departments in order to facilitate or provide a background for
policy decisions, e.g. the enwronmental feas1b:hty report of a proposed
kfdeveiopment pro;ect - : /
&%ﬁi——ﬁzuﬁimﬁﬂﬁ%ﬁ&%mcSﬁ%ﬁiﬁﬁwmm%
BREBERFAHNEE, WAFLHTAINER, FHTEFTITHREHEMS
B, MERBE. MERE, FF, CHIUERABFBITNE, AT7TEFTREK
FARKEHRREE R, MBVURMBALXNKRETTHRSE,

~ Short repot‘ts«—These are written in report style and format. Thelr lsngth by
Hjtdeﬁnitton is usually short. The length of many short reports may range from
one to several pages. A lengthy “short” report very rarely exceeds twenty
pages. Short reports are usually addressed internally to the management of
‘a company or externally to clients. These reports are perhaps, next to letters,
the most frequently used business documents.
HERE—XRZDUREMNEAFBRREN, TOHZR, GEREMNK
EREEXFRELRZEN. REERBKRENKER—TNELNAEF, —HEREK
MERRERIEBET 20R., BE, BEERERSLATINBEERRIINBEAE
M. XEREDHFRIRTEHSER, EARMENTE XM,

to prov;de the mformation has to fﬂi in spec:ai pre—prmteé, forms These
reports are usually concerned with routine matters or situations which occur ,
frequently, e.g. an accident report or a breakddwn report. Once a form is
designed and printed, it may last for years, as redes:gnmg ‘and reprinting
could be costly. '
ﬁfﬁi——ﬁ$ﬁﬁ%imm ﬁ%ﬁ%ﬁ&ﬁ%ﬁﬁgﬁﬁﬁﬂﬁ%
EHWﬁﬁoﬁ%ﬁ%ﬁ%ﬁ&ﬂm$§ﬁﬁﬁ£$mﬁﬁ,m;&ﬁ%ﬁmﬁﬁ
o —ERNIRITMENFIF, MEEHAREE, BAETFmKITHERDSITESEH
XL+,

- 12



fli’l?ﬁﬂ‘-—ﬁmlﬂ*l%lﬁ/‘tﬁﬂﬂﬁiﬁm E“%M?%"—‘%?E , BEER

on mformatmnto taff company, rganization or workplace. .~
&= i#ﬁﬁ—f\:mu% i’l@r"t 'ﬁﬁiﬂ’]?ﬁ I'EJ/AET HANRTIEZAA
MERAFRRLEER,

L BEERS5ESRBENRX IR A?

What is the d|fference between a Memo and a Memo Report’?
The main differences are in functlan and structufe .

“ENERXAETIREFMEGH L.

1 Memos are pﬂmaruy mternal for gwmg mformation“and reqaestmg/ -

'.has a stmrlarfunctmnz.;b m‘w T;be communicating mo cnmpiex férmatmnnjtﬁ,
‘and often does not require an mmadnate response. .
EERTEATABRSE ﬁg%n%:k/@_u%rﬁ Ao % iﬂﬁ@*ﬁ—ﬂﬁ%ﬂ:
EEMFERIRTERRBBME—HARE—FA, WS4, EERTER
BB FERHEEN. &5 i?ﬁiﬁﬁﬂﬁ’]ﬂl“ﬁ BUgFEXIREELXNER,
HEBEARERIMNATER.

Eﬁfﬂlﬁﬁééﬁ%ti*ﬁtt %"—'i?ﬁﬂ‘- ME%#H’EE%%E‘J Ao é‘E
FIREFEN . EXNERILANES, MiHtREARSTREXHER,

<13 -
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Y AN TSR &2 Which reports do we address?

In this book we will focus on short business reports, as these are the type of
reports most often written by people in business. We will not be dealing with
long reports or reports meant for publication, as these are usually prepared
by professionals such as accountants, solicitors or publishers. Ncr will we be
dealing with form reports as these usualiy reqwre :‘httie wntmg
EXEBRRNBEDHLEERSRE Eﬁﬁmﬁ%fﬁxﬂql)k{n%&%
fEFRBKE, K#Kiﬁ&i&%é’ﬁ%iﬁﬁ%&#&ﬂ@?ﬁ £, BEAEMN—BELTLAR
(I£itHIE. RRRERE ) BN, ABBRERERRE, BAE—REES
7% EHER, ‘

Y HARBEIE? What is a Business Report?

The definition of the word “business” can be qucte broad. lt need not be

“ﬁ)lk” iZAﬂB‘JEXEIE.%r“Eo b#TﬁBE?%JTﬁﬂi'ﬁﬁ!bﬁﬂ]E%aé
RO, HMNAEN “BH5RE" BEMASVNADATRAR (IR
HARKIFEFYIMN ) REH, FHRATHER “BHFHEH" HERBIHER

A
Ho

The maié aims of a Business Report are: ;_; :
BHERENTEEMNE:

...........................................................................................................

: @ To communicate information to specific readers ~ #-4% X ik H 43815 & !
o To act as a written record for future reference YAk L FAEG SRR |
e To present conclusions and make recom- RX &R BEI, UMETF
: mendations so as to facilitate decision making Bk R :
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Exercise 1.3 ( ££3] 1.3)
Read the extracts from different reports below. What kind of reports do you
think they come from?
FREU TR ER &R, RIALE RS BRI AR &2
1. | visited Indonesia between 10-20 November, promoting our company’s
latest product as planned.

MAI0BE20 AREEXNERAY, FHiHWEHEEAIREH S,

2. As requested in your letter dated 30 October, | am writing to report to you
on my overseas promotion trip to Indonesia between 10 and 20 November
this year.

REE10 A 30 BIETHER, REEREFXSE 11 510 BE 20 Bt
BB #HITEIMEHNERB S

3. The purpose of this report is to present an evaluation of the sales result
of MGA’s new forestry product AC101 in the Indonesian market following a
recent promotional tour of MGA’s overseas marketing team from 10 to 20
November.

XMRENER, 21FE 11 8 10 BE 20 B MGA BIMNE S F MR SE 75
RE, MGA &##% T/™=% AC101 EEIER AT HHNEEE R,

Exercise 1.4 (%43 1.4)

What are the differences in the language, format, etc.?

FIES . BAEFTEEEALRRE?

Y BEREHRERN? How are reports structured?

The structure of reports—how their component parts are organized—is
extremely important. A well-structured report is much easier to read than a
badly structured one and gets its message across much more clearly.

+ 15 -



| msil-bnEswan

REMEN—XEERSEMATEAN—NBHSRETIER, S
HIRE L EMENBEES TAR, HETUEFEREARR.

The majority of effective reports share a fa;rly similar structure, although there
is some variation and ﬂexibility in the way the oomponeni pérts éte Organized
REHEXEEHRHFLTHUE-LEHNMFEMN, B, AZBHERNFSR
LHFRUNEMRHE,

The following are,’thépdrhmdn';éomponehﬁ' parts gf;éf 'reportfifizénnglish:
TEIHEEFEFREN —REMRH.

1. The Title Page y- ¥
2. The Table of Contents Bx
3. The Executive Summary Uit
4. Acknowledgements Bt

(1-4 are sometimes collectively known as the Preliminaries)

(1~4 AA B SRR A RE AL L)

5. The Background HE

6. The Objectives or Terms of Reference A4 B ARFoAe K AT
7. The Scope <]

8. The Source of Information ER- ¥

(5-8 are sometimes collectively known as the Introduction)

(5~8 A B AR AN BHS)

9. Information Gathering Method and Procedure 4% .8 13 4 7 ik fo 2 5

10. Presentation of Findings RXGFRLER

11. Discussion and Interpretation of Findings STEF R R AT A
(9-11 are sometimes collectively known as the Body)

(9~11 ARG A ELHS)



