How to Write a Business Report, a business report [1-2]
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Important Points

® A report is divided into four areas:

O Terms of Reference- This section gives background information on (he reason for the report. It usually

includes the person reguesting the report.
O Procedure- The procedure providas the exact steps taken and methods used for the report.
O Findings- Tha findings point out discoverias made during the course of the report investigation.

O Conclusions- The conclusions provide fogical conclusions based on the findings.
O Recommendations- The recommendations stale actions that the wnter of the report feels need fo be

takan based on the findings and conclusions.

® Reports should be concise and factual. Opinions are given in the "conclusions” seclion. However, these opinions

should be based on facts presentad in the "findings™.
® Use simple tenses (usually the present simple) to express facls.
® Use the imperalive form (Discuss the possibility ..., Give prority ..., elc.) in the "recommendations” section as

thosa apply to the company as a whole.
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Example Report

«

Terms of Reference

Margaret Anderson, Dlraemoroi Personnal has raquested this raport on employea benefits satisfaction. The report was to
be submitted to her by 28 June,

Procedure

A representative selection of 15% of all employees were interviewed in the period between April 15t and April 15th
concarming: </air> </dir>

Overall satisfaction with owr current benefits package

Problems encountered when dealing with the personnel department
Suggestions for the improvement of communication policies
Problems encountered when dealing with our HMO

ol e

Findings

Employses were generally satisfied with the current banefits packags.

Somammblemsmemom when requesting vacation due to whal is perceived ac long approval waiting
Older employeas rapeatedly had problems with HMO prescription drugs procedures.
Employees betwean the ages of 22 and 30 raport few problems with HMO,

Most employees complain about the lack of dental nsuranca in our benefits package.

The mos! common suggestion fwhwonmumsfahabllybplmbomﬁh requests onfine.
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