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Modern Business
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To Renee, Alexis, and Hadley



Modern Business Report Writing is designed as a practical guide to
preparing well-written business reports in the 1980s. My goal was to
devise a format that not only combined theory and practice but of-
fered actual step-by-step procedures for writing a report. As a result,
the text proceeds from a discussion of the nature of reports to tech-
niques for gathering, evaluating, and organizing information, writing
the rough draft, including illustrations, revising the report, con-
structing an abstract, and if needed, transforming a written report
into an oral one.

In an effort to reflect truly modern considerations when writing a
business report, discussions of computerized information retrieval
systems, word processors, computer graphics, and teletext have been
included. Because writing mirrors thinking, special attention has been
given to overcoming writer’s block and getting started, critical think-
ing skills and problem-solving techniques. Throughout the text, there
are samples of actual business reports and questionnaires, and re-
alistic report writing assignments. My goal was to create a text that
would leave the reader an experienced and confident report writer
by the last chapter. My hope is that both instructors and students
will find that the techniques for writing effective business reports have
been presented in an informative and enjoyable manner. A teacher’s
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manual is available as an added resource for instructors who use the
textbook.

I want to thank the following people for providing material and
granting permission to reprint: Michael Blake, J. Garrett Blowers, Mary
Bois, Laura White Dillon, Richard W. Everett, Guy Henle, James F.
Henry, Renee Peterkin Iacone, Ronald L. Koprowski, Daniel Langdon,
John Morris, Thomas Nugent, M. Susan Ueber Raymond, Werner
Renberg, Leonard Schwartz, James G. Stier, Ronald and Jill Wulkan.

To my editors at Macmillan: D. Anthony English, for his initial
support of this project; to William Oldsey, for his uncanny advice,
unwavering support and encouragement; to Wendy Polhemus, for her
diligent efforts and expertise in transforming the manuscript into a
finished text, my grateful appreciation. I would also like to thank Du-
bose McLane, production manager and Holly Reid McLaughlin, book
designer.

To my colleagues, friends, and family for their helpful comments
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THE
COMMUNICATION
PROCESS

The communication process involves the transference of information
from one mind to another. Often that information consists of knowl-
edge of people, places, objects, events, ideas, and relationships.
Whether expressed orally, in writing, or through bodily gestures,
successful communication depends upon clear expression. Business
reports provide essential aspects of the communication process. They
transmit facts, opinions, and numerical data crucial to the effective
operation within and among many kinds of organizations—large or
small, public or private.

In general, breakdowns in the communication process result in
frustration, confusion, and, at times, violence. In the business world,
the failure to communicate information clearly impedes productiv-
ity, disrupts the flow of ideas, and invariably results in the loss of
millions, perhaps billions, of dollars. In recent years, the introduc-
tion of and increasing reliance on computers, word processors, sat-
ellites, audio-visual equipment, and other highly technological in-
ventions have resulted in the more rapid exchange of information and
the availability and processing of data. Although much of this wiz-
ardry has led to greater convenience and efficiency in the office or
home, these innovations have neither lessened nor replaced the need
for well-written business reports.



2 THE NATURE OF REPORTS

A well-written report minimizes the possibility of someone mis-
interpretting, not fully understanding, or subjectively distorting the
information being conveyed. Although even the clearest and most di-
rect of reports can be misconstrued, the likelihood of this occurring
diminishes if the ideas are communicated simply, clearly, accurately,
logically, and concisely.

Good writing reflects a person’s ability to think critically, to ana-
lyze problems and situations logically, and perhaps most of all, to
employ common sense in reaching solutions to the myriad of prob-
lems and issues addressed in reports. Business reports require plan-
ning, time, discipline, good organization skills, and a sound grasp of
the basic principles essential to expressing ideas on paper clearly.
Nowhere in the communication process is directness, clarity, and
accuracy more valued than in a report. For an organization, a report
that truly communicates information is efficient in terms of time and
money. For the writer, a well-written business report has its own re-
wards, because it can prove the best and most reliable source of rec-
ommendation for increased respect, responsibility, and perhaps pro-
motion.

THE NEED FOR Just as necessity is the acknowledged mother of invention, the need

REPORTS

to convey information for a specific purpose is the basis for prepar-
ing and writing reports. Effective communication is essential to the
daily operation of any organization, public or private. Due to the va-
riety of purposes they can serve, written reports are crucial to the
successful exchange of information in nearly every profession. In fact,
few fields exist in which the need to prepare a report, whether writ-
ten or oral, is not required either on a routine basis or when a spe-
cial need arises.

Corporate managers, stockbrokers, doctors, bankers, engineers,
scientists, government and military leaders, educators, and interna-
tional secret agents all use reports to transmit or receive informa-
tion. Even the local auto mechanic may be obliged to prepare a writ-
ten diagnostic report before repairing a customer’s car. In some
instances, reports are prepared on a regular basis, as in the case of
salesmen and women who must file daily or weekly sales and field
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trip reports, accountants who compile yearly audit reports, and large
corporations that issue annual reports to their stockholders.

Sometimes reports are prepared on an as-needed basis or when
they can prove crucial to the decision-making process within an or-
ganization. For example, a senior executive may require extensive
background information before expanding plant operations in a par-
ticular area. Or perhaps a national sales manager is considering
opening new markets for company products. Both may decide they
need a great many questions answered about the feasibility of these
ideas, and they might possibly commission reports on the subjects.
So too would an investment banker want accurate data about a spe-
cific municipal bond offering before committing large sums of cus-
tomers’ money to it. Similarly, a food company president would want
information about changing patterns in consumer nutritional aware-
ness before introducing a new product.

In each of these cases, the need for a written report would arise
if essential information could not adequately be transmitted either
orally or through simple memos and letters. Although memos and
letters can and do often incorporate reports, they can prove to be of
limited use when the subject of the report is highly complex or if it
demands extensive analysis. For example, a report that describes the
need for new office furniture for a five-person office may be incor-
porated in a memo, but one that attempts to analyze the means of
improving mass transporation in a large city may run three hundred
pages, and need to be presented in a formal format.

All reports, then, serve specific needs by conveying particular in-
formation to people who require it. Yet in terms of their nature and
function, reports can be as diversified as some of the world's most
renowned conglomerates. Written reports are needed to do the fol-
lowing:

® Analyze facts and other relevant data to provide a basis for a de-
cision.

¢ Present the results of an experiment or findings of an investi-
gation.

® Measure the progress or development of a project or task.

® Describe a process or method.

® Provide the history or background of an issue, project, proce-
dure, or task.



