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Preface

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 compo-
nents. An easy-to-follow step-by-step approach is adopted. The ex-
amples included have been carefully selected and are relevant to a
wide range of business situations.

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.

The book begins with an examination of a number of questions
relating to business reports. It then describes the component parts of
business reports: Title Page, Contents, Executive Summary, Ac-
knowledgements, Background, Terms of Reference, Scope, Source of
Information, Information Gathering Method and Procedure, Presenta-
tion of Findings, Discussion and Interpretation of Findings, Conclu-
sions, Recommendations, Bibiliography and Appendices. This is fol-
lowed by detailed discussions of the components. In addition, there
are ample models, explanations and exercises.

To further facilitate the reader to master the skill of report writ-
ing, examples of complete business reports are provided in the Ap-
pendices. Appendix A is an illustration of a Short Business Report
which relates to a market survey. Appendix B is an illustration of a
Business Plan which relates to a proposed investment venture. Appen-
dix C incorporates two Memo Reports: the first reports on an overseas
business visit, while the second reports on a sensitive in-company sit-
uation. Appendix D incorporates two Letter Reports: one reports to an
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overseas customer on the findings of an investigation pertaining to a
complaint; the other is a letter of reference reporting on the charac-
ter, skills and performance of a former colleague.

Thanks are due to a number of colleagues and associates, inclu-
ding 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.

Anthony Cheung
David Knapp
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In this Chapter we will raise some questions before we start to look at how to write

reports.

The questions are these ;

What is a report?

Why are reports written?

Who reads the reports?

What types of reports are there?

What is a Business Report?

How are reports structured?

What sort of language is used in a report?

Think about these questions in relation to your own work and try to answer
them either in your first language or in English, on paper or in your mind. There
is no “right” or “wrong” answer. In this Chapter, we will look at some suggested
or possible answers. 'lhesearethen_followgdb‘yadiscussion‘ofsomqofthereasons
for writing reports and some of the problems which might be encountered.

¢ What is a report?

What are the characteristics of a report? Write your own definition taking into ac-
count the following

Exercise 1.1

The purpose or aim of a report
The content of a report
The readers of a report
The reasons for writing a report

Your definitions ;
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Here are some suggested answers ;

e The purpose of a report is
to convey certain specific information/
to provide people with information.
® A report
contains an account of something,
a description of events,
results of research, etc.

® A report is written

for a specific reader or readers.

¢ The reason for writing
is usually an answer to a question
or demand for information.

Here is a suggested definition of a report. Do you agree with it?

A report is an account of an event/events
or a subject
giving information
to a specific reader or group of readers,
usually in response
to a request

or enquiries for information.

¢ Why are reports written?

Reports are written:

To give information on specific areas as requested

To give information on which decisions can be based

To give information to interested parties on specific work done

To provide a written record

To provide a record of the results and conclusions of research from
which debate can begin

e To provide general information to other staff or colleagues
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...... and for many other reasons.
Can you think of any?

Exercise 1.2

What are some of the reasons why you or your colleagues might write a re-
port?

Summing up, reports could serve three major functions :
® Investigative - to give information from which recommendations can
be made. These are usually commissioned by someone.
¢ Evaluative - to assess current policy, procedures or practice, in
order to make recommendations for future action.
®  Progress - to serve as a record of work already done on an ongoing
project.

#® Who reads the reports?

A report is often commissioned by a particular person or group', e. g. a manager or
a committee. It is then logical to assume that the primary readers of a commis-
sioned report are those who commissioned it.

Reports might also be written for colleagues and peers. These people may
share some knowledge of the field which is the subject of the report - a group of
sales managers, personnel officers, word-processor operators or advertising execu-
tives. R
In addition, a report might be meant for the general public or for interested
parties outside the organization that commissioned it.

For whomever a report is written, you must remember that it is written for
particular readers. Always keep those readers in mind while you are writing.

Your knowledge and understanding of the readers will influence how you write

and what you write.
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