
Report writing 

Definition of report writing: 

A report is written to give an account of daily activities taking place in an organization. 

A report is a short, sharp, concise document which is written for a particular purpose 
and audience to record the workings of the organisation.  

It is an orderly, objective and factual paper, it’s a well-structured document for the 
daily activities of any organisation. 

It provide details about the daily activities of the organization, a situation or a problem and its 
analyses, often making recommendations for future action.  

Purpose of Report writing: 

• A description of a sequence of events or a situation; 
• Interpretation of the significance of these events or situation,  
• Analysis and evaluation of the facts/ data or the results of your research; 
• Discussion of the likely outcomes of future courses of action; 
• Providing feedback and recommendations as to a course of action; and 
• Conclusions. 

A report is designed to lead people through the information in a structured way, but also to 
enable them to find the information that they want quickly and easily. 
 

Elements of Report Writing 

Every report starts with a title page and a table of contents, after which come the main 
sections–the executive summary, introduction, discussion, and conclusion. 

§ Executive summary: 

It is just the summary writing learnt in English class during school days, where 
you were asked to read a story or passage and write a summary, including the 
important takeaways. 

This section presents a brief overview of the report’s contents. Key points of the 
report  are included . 

But why is it important to write an executive summary at the start of the report? 
Because:  

• The summary will help readers to better understand the purpose,  
• key points,  
• highlighting the idea 
• evidence can help in understanding the whole report .  
• readers who are in a hurry can read the summary for a preview of the report 

 



Here are some specifics that will help in writing a clear and concise summary: 

• Include the information, idea and purpose of your report and emphasize 
conclusions or recommendations. 

• Include only the essentials or the most significant information to support 
your theories. 

• Explain in short about the methods used for explanations.  
• Emphasize conclusions or recommendations. 
• Follow the same sequence of information that you have used in the 

report. 
• Keep the summary length to 10-15% of the complete report. 
• Try not to introduce any new information or point in summary that you 

haven’t covered in the report. 
• The summary should communicate the message clearly and 

independently. 

 

§ Introduction:  

The introduction section should: 

• Briefly describe the background and context of the research you have 
done. 

• Describe the change, problem, or issue related to the topic. 
• Define the relevant objectives and purpose of the report 
• Give hints about the overall answer to the problem covered in the report. 
• Comment on the limitations and any assumptions you have made to get 

to the conclusion. 

 

§ Discussion: 

This section serves two purposes: 

• It justifies the methods used and the recommendations. 
• It explains the conclusions. 

It presents: 

• Logical analysis, facts and statistics to support your arguments. 
• If needed, divide the information under appropriate headings and 

subheadings to improving readability and ease of understanding. 
• Explain your points and back up your claims with strong and evaluated 

evidence. 
• Give contrasts and examples to support your points 
• Connect your theory with real-life scenarios or anecdotes 

 

 



§ Recommendations : 

 

§ State the action needed to resolve the issue, or solve the problems. 
§ Recommend easy and working solutions 
§ And stick to your objectives 

 

§ Conclusion: 

The last key element of report writing is the conclusion section. Present the conclusion 
as follows: 

• The primary conclusion should come first. 

• Identify and interpret the major problems related to the case your report is 
based on. 

• Conclude on the basis of purpose and objectives that you have mentioned in 
the introduction. 

• Keep the conclusion brief and specific. 

      

• Secondary conclusion: 
• It is the result of writing this report 
• The issue or the problem should be solved at the end 

 

 



Types of report writing 

 

 
 
 

Informal reports 
 

Memorandums 
 
 A memorandum, more commonly known as a memo, is a short message or record used for 
internal communication in a business.  

• Memos can be used to quickly communicate with a wide audience  
• It is written in brief about some important discussions like, procedural changes, price 

increases, policy additions, meeting schedules, reminders for teams, or summaries 
of agreement terms, for example.  

• It is an internal and informal report 
• Effective memo is short, concise, highly organized,  
• It should anticipate and answer all questions that a reader might have. 
• Be clear, be focused, yet complete 

Format of memorandum: 

To:   Trade Show Team 

From:   C.C. Jones, Marketing Supervisor 

Date:   July 10, 2018 

Subject:  Trade Show Return Meeting 



 

 

 



 



 
 

 



 

 



 
 

 
 



 
 
 

Agendas 
Definition of Agenda: 
 
The agenda is the preplanning of a meeting  which includes ; a list of topics for discussions, 
issues to be discussed in the meeting, a sequence of planned activities list of participating 
members etc. which is shared with meeting attendees.  
 

• The simplest agendas are formatted as a short bulleted list.  
• More complicated agendas may include detailed topic descriptions, including the 

expected outcomes for each item and reference material, such as reports and proposals 
for review prior to the meeting.  

• Formal agendas will also include timing and presenter information for each agenda 
item. 

 



 
 

Format of Agenda 
 
 

 
 
 



 
 
 
 
 



 
 

Formal reports, 

Structure of formal reports 

In a formal report there are three major sections. 

1. The front part includes sections that come prior to the report itself to establish 
various items such as authority of the report and intended audience. 

2. The body of the report has many sections of key information and possible analysis. It 
is the meat of the report. 

3. The back matter contains sections of material that support the body. 

 

 

 

 



4.  

 

 



 

Front Sections of a Report 

• Transmittal letter 
• Cover page and Title Page 
• Table of Contents 
• Executive Summary 
•  

A transmittal letter 

• A transmittal letter is sent to the company or business leader who requested the report. 
This letter can be printed or it can be sent as an email.  
 

• This letter can be used in both informational and analytical reports. 
 

• This letter describes the need for the report and the date of report completion. The 
letter includes the background of the project, a reference to the problem analysis, and 
outlines the procedure used to determine the recommendations presented.  
 

• This letter should be formatted as a standard business letter 



Here is a sample transmittal letter, than can be adjusted to the situation. 

June 25, 2015 

Dr. David McMurrey, Chairman 
Energy Experts of Austin 
2000 W 29th Street 
Austin, TX 78705 

Dear Dr. McMurrey: 

Attached is the report you requested, entitled Energy-Efficient Guide: Employing Energy-
Efficient Building Strategies in a Residential Home. 

This report is an analysis of a recent study conducted in Ann Arbor, Michigan, on the 
effectiveness of employing energy-efficient building strategies to minimize energy 
consumption and costs in a residential home. Using software technologies, the home was 
modeled to create two scenarios: an energy-efficient home and a standard home. This 
report details how the study found the energy-efficient home to be both cost efficient and 
effective at decreasing energy consumption. Such advances might prove to b the catalyst 
that the housing market needs to spur builders into a new era of home construction. 

Thorson James, our solar engineer, carefully double-checked all the technical details in 
the report. Cherie Sorenson, our technical editor, was of great help in putting the final 
report together. 

I hope this report meets your needs, generated future studies, and educates the public 
about the environmentally friendly options available in home building today. If you have 
any further questions, please feel free to contact me at RLMiller@EBA.com. 

Sincerely yours, 

Gwen L Miller, Vice-President 
Environmental Building Associates, Inc. 

Encl. Energy-Efficient Guide: Employing Energy-Efficient Building Strategies in a 
Residential Home 

 

 

 

 

 

 

 



Cover Page and or Title Page 

Almost all formal reports have a Cover or Title Page, perhaps both. These two pages are used 
in nearly identical ways, yet some report types or organizations require both with a slight 
modification to the page’s purpose. 

A cover page is a very simple, precise, brief way to introduce your report to the reader. This 
should contain: 

• A specific title in large font 
• Company name 
• Name of the author(s) 
• Date of the report 
• Relevant picture 
• Publishers name 

 

•  
 
 
 
 
 
 

 
 



Table of Contents 

Typically this is one of the last sections of the document to be created, since it relies on the 
body of the report to be generated. This may be used in either informational or analytical 
reports. 

 
Executive Summary 

An executive summary is just as the name says: it summarizes all the materials that follow in 
the report. This section is different from an introduction as it summarizes the entire report, 
rather than simply introducing it or laying out the structure for the reader. A good way to 
approach the executive summary is to write it as if the executive or decision maker will only 
read this section, even though that’s unlikely to be the case. This section is found in longer 
reports and is less likely to be found in a shorter report. It can also be used in both 
informational and analytical reports. 

Executive summaries should be written after the entire report is completed. This allows the 
summary to be both comprehensive and well structured.  



 
 
 

 
 
 
 
 

Types of formal reports 
 
Informational reports provide data, facts, feedback, and other types of information without 
analysis or recommendations. They provide data “as it is” not “as it should be”. 
 
Interpretative reports are also known as recommendation or analytical reports. They 
assess the data and provide rational findings and worthwhile recommendations. They provide 
data “as it should be”. 
 
Routine reports are daily activity reports submitted at a regular intervals, like weekly, 
monthly or annually. Data can also be accessed in printed forms with check marks for entry. 
 



 

 



 
 

 
 
 

What Is a Proposal Writing? 

A Proposal is a form of persuasive writing; it is a formal document which provides the 
scheme or plan to execute the ideas  

• every element of proposal should be structured and tailored to maximize its 
persuasive impact."    

• a proposal offers a solution to a problem or  
• it provides a course of action in response to a need.  
• It is technical writing. 



Common Types of Business Proposals  

The most common types of proposals are:  

Internal Proposal  

An internal proposal or justification report is composed for readers within the writer's 
department, division, or company and is generally short in the form of a memo with the 
intention of solving an immediate problem.  

External Proposal  

External proposals, on the other hand, are designed to show how one organization can meet 
the needs of another. They may be either solicited, meaning in response to a request, or 
unsolicited, meaning without any assurance that the proposal will even be considered.  

Solicited Proposals, 

 These are invited proposals by any firm or government organisation or NGO’s, it is written 
at a request of some agency. Advertisements are given to initiate and select the best 
proposals. They may be asked for written Request for Proposals ( RFP) 

Unsolicited Proposals 

These are uninvited proposals which are not asked by any firm or organisational institutional 
but are executed by personal interest, own ideas and own grants/funds.it is to expand the 
business ideas.  

Sales Proposal  

 a sales proposal must offer a detailed description of the work the writer proposes to do and 
can be used as a marketing tool to entice potential buyers.  

Grant Proposal  

a grant proposal is a document or an application completed in response to a call for proposals 
issued by a grant-making agency. The two main components of a grant proposal are  

• a formal application for funding and  
• a detailed report on what activities the grant will support if funded.  

 
 
Structure of a Business Proposal  

Business proposals are somewhat similar to business plans, in that they outline your 
business's mission and vision and provide concrete steps towards your goals. The proposals 
may be formal and informal, but they tend to follow one type of structure and should be 
tailored to your product and your customer's needs  

If you find yourself writing an informal business proposal, you can skip the research-
exhaustive steps outlined below and simply stick with a comprehensive overview of your 



points without necessarily backing them up with research. If your task is to write a formal 
business proposal, you can omit or adjust certain parts, but you need to include a lot of 
research.  

Sections of a Typical Business Plan  

1. Title Page 
2. Table of Contents 
3. Executive Summary 
4. Statement of the Problem/Customer's Needs 
5. Proposed Solution (With Methodology) 
6. Your Bios and Qualifications 
7. Pricing 
8. Terms and Conditions 

Suggestions for a Successful Proposal  

• Proofread your writing multiple times and even have someone else read it for you. 
• Your executive summary should be extremely strong. Think of it as an extended 

"elevator pitch," where every sentence and every word are loaded with meaning. 
• Make sure you show that you understand and restate your audience's needs accurately 

and completely. 
• Sell your project on logical and systematic explainations. Be clear about the steps of 

your methodology and align your solution and your overall mission with your 
audience's values. 

 

Difference Between Solicited and Unsolicited Proposals  

1. A solicited proposal is an invited proposal. An invitation is given to the company to put up 
the proposal. A solicited proposal is when any government agency, non-government agency 
or customer asks for a proposal. They may ask verbally or they may issue a written Request 
for Proposals (RFP).  

An unsolicited proposal is an uninvited proposal where the company sends a proposal 
without being asked by the customer. Company wants to sell their ideas/products or expand 
business or take some action on their own. 

2. Solicited proposals are usually sent to customers who issue an RFP. When a 
govt./customer wants something they often write down a description and issue it as an RFP. 
An RFP may require an extensive description of the approach or offering, as well as its price.  

A solicited proposal provides you with a description of what the govt/customer wants, such 
as, formatting instructions, evaluation criteria, pricing etc. the writer has to provide 
suggestions according to the needs of the government. 

An unsolicited proposal is sent to a customer who has not requested it. Unsolicited proposals 
must be especially convincing since the customer has not anticipated, planned, or budgeted 
for the proposal. A proposal should take into consideration the customer's specific 
environment, needs, and concerns.  



 

 

 
 
 
 

 
 


