
INFORMAL BUSINESS REPORT TEMPLATE

Format. Informal business reports are usually written in memo form. Place " Memorandum" at the top of the page and
underneath that title list the date, to whom.

This means high transwere lowered from on- : action costs, as investors reward, indicating that the pro- : deem
often and in small gram is no longer aiming to : amounts. What is the purpose of a meeting minutes report?
Short paragraphs, ample use of graphic highlighting, white space, and concise writing all contribute to
improved readability. The following four formats are frequently used. Finally, as part of writing the more
complex reports discussed in Chapter 10, you will have, to write executive summaries of your own work.
Because there is a huge amount of information available today on any given topic e. Together these two
elements are a citation. For example, progress reports would keep management informed about a committee's
preparations for a trade show 14 months from now. Make sure you search for the page appendices, which I
found far more interesting than the summarized page final report Cap Gemini finished its work on Jan. Gather
Information Gather the information before you sit down to write the report. I wanted to get an idea of the
number and type of funders who might be interested in supporting our organization and programs. From the
lists you made in Questions 5 and 6, select a report category and appropriate format for each of the following
situations. Why not learn how to do this by summarizing other peoples' writing first? She attributes these costs
to three main factors: the high cost of marketing the bonds, the high cost of transactions, and a lack of
accountability on the part of the people who run the program and whose expenses appear to be out of control.
Guidelines for Writing Informal Reports Your natural tendency in preparing a report may be to sit down and
begin writing immediately. Progress reports monitor the headway of unusual or nonroutine activities. The
templates will help you get a better understanding of the casual and informal way you can address certain
problems and facts. Therefore, decision makers need the essential elements of an issue or problem presented in
a short, logical, easy-to-understand format that helps them quickly grasp what's vital. Several other
possibilities were discussed. Businesspeople are under pressure today to make decisions based on more
information than ever before. To provide even greater clarity, you can make headings both functional and
descriptive, such as Recommendations: Shuttle and New Structures. Based on some contracts with other
customers of PC Telemetry in my area. You are proposing to management the replacement of a copier in your
department. The answer to this question should be a clear, accurate statement identifying your purpose.
However, for shorter works ragged-right margins are recommended because such margins add white space and
help readers locate the beginnings of new lines. These are backed up by the support or reasons section, which
details facts, data, or findings. You simply write the main points you've underlined in the first step in a list. I
believe, however, that the costs involved are within the estimates planned for this project. Past Progress Phase
1 involved development of the architect's plans; this process was completed February 5. Create a final section
titled "Recommendations" to list any other people who support the thrust of your report. Defining the Project i
o report by drotting a statement of purpose. Describe the disposition of previous minutes. I identified more
than foundations and several corporate giving programs that make grants for job readiness, financial
management, and life skills training programs. The indirect pattern is also used when writing business reports.
How are the reports that you write for your courses similar to those presented here? The plan also facilitates
training. You'll emphasize active-voice verbs and strive for shorter sentences using familiar words. What is the
main difference between a descriptive summary and an evaluative summary? Writing for Your Company
Different companies have different styles for writing reports: you should always match they style of your
current institution. Too many typefaces, ruled lines, images, and oversized headlines will overwhelm readers.


