1.0 Definition of report

A report is an important workplace document. It can be short or long. It can be routine or not so routine. It can be descriptive, free of intent to persuade the reader, or it can be a mixture of description and persuasion. It can be in handwriting, produced on a typewriter or word processor, or it can be professionally typeset, designed, illustrated and published. 

The report is obviously writer piece of communication. The writer usually receives oral or written feedback or response from the reader or readers of the report. It is becoming more common in organizations, however, to ask the writer of a report to be a speaker as well: a person may not only be expected to write a report, but also to deliver an oral presentation upon its subject matter.

2.0 What are reports for?

Why is report necessary? A report can be used to record routine events, to record non-routine events, as the basic for making decisions, as a basic for avoiding decisions, to disseminate knowledge, to fulfill a class or job assignment, to meet an obligation to an organization, to persuade a professional group about specific aspects of a problem, and to the general public about findings.

Report can be purely descriptive or informative, recording routine events such as monthly sales, daily catches of fish, the weather forecast for the next four days, national balance of payment figures, etc.  Descriptive or informative reports can also describe non-routine events, such as accidents. These report tend to be short in length, are often done on pre-printed forms, and rarely contain conclusions or recommendations.  Reports that are more analytical or persuasive can be used as the basic of making decisions.  It is not often mentioned, but it is true in some situations reports are used as a basis for avoiding decision. Researching and writing a report can take up a lot of time, and even when the report is completed, there is no guarantee that recommendations made in the report will be implemented. Many a writer has seen his or her report languish, gathering dust on shelves. This might be for very good reasons. Perhaps the report was not good, the recommendation were impractical, or at least, impractical at the current time. 

3.0 Types of report

There are many things need to be looked into before you can actually write down the first words of a report. Writing a report requires careful and detailed planning. Although all reports are different, their production does follow a similar way. Different types of reports require different focus and different components. As such, they need to be written differently.

3.1 Classification of reports

A report can be classified differently, depending on the criteria used. Reports are classified based on the following criteria: 

· Time

A report may be written at different stages of a project to inform the principals concerned about the progress and any problem occurred.

· Delivery 

A report may be classified bi the medium of presentation-orally or written.

· Length

When the length of a report is used as the criterion to classify it, the report may be classified into either a short report or a long report.

· Function

Reports mat be divided according to the functions they served. The three major functions are informational, analytical and persuasive.

· Format/ form

Reports can also be divided based on their forms structures. The common are form reports, memorandum reports, letter reports.

· Formality

Formality refers to the writing style of a report.

4.0 Content of a report

Report can be presented in a variety of formats, any of which should make the report easy to read.  A report may include:

· Transmittal document 

The transmittal document can be either a letter or memo, depending on whom it was written and adds any other information that will be helpful.

· Title page

Below the title there should generally be a subheading showing where the report comes from and be dated and give the author’s name. 

· Table of Contents

The table of contents should be on a separate page and should have a heading.  The contents listed the major parts of the report, excluding the transmittal document.

· Lists of Illustration

If applicable, includes titles and page numbers of graphs, charts, and other illustrations in the lists of illustration.

· Summary Section
All formal reports should have a section at the beginning of the report that summarizes the main ideas and recommendations.  It can be come either immediately before or immediately after the introduction. 

· Introduction
The introduction should identify the subject of the report and may state why it was written, and state the purpose of the report which includes additional information such as the background of the report’s topic. 

· Body of the report
The body of the report should be divided into sections and possibly subsections, each with an appropriate heading.  It may also contain graphic illustrations, tables, pictures, plans, etc.

· Conclusion
In addition to summary section, a report should have conclusion to remind the reader of the report’s main ideas and recommendations.  The repetition is useful because it emphasizes the final result of the work, pulls all the part of the main body together and presents it as a whole.

· Recommendation
Sometimes a report required some recommendations.  Any recommendations should be pulled together and restated at the end. 

· Notes and Bibliography
What to put at the end of the report depends in part on the style of documentation you see.  If you use endnotes, they should be labeled Notes.  Almost all reports have some sort of bibliography or reference list.  This list identifies the sources cited, and it may also include additional references the reader might wish to consult.

5.0 Things Need To Be Considered In Writing A Report

Some considerations that the writer needs to take are includes:

· Appearance
It is important to present the report as attractively as possible.  Use good quality paper and be sure that the report is printed with a letter-quality printer. Pages should be numbered.

· Style and Tone
Style refers to the types of words chosen by the writer and the length and form of sentences or paragraphs used.  Tone is the writer’s attitude or relation toward the subject matter.

· Language
Language used should aim for conciseness and clarity, and not wordy.  For example, we must sell our surplus tapers instead of sale of surplus tapers is one of our primary needs.
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