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REPORT WRITING

UNIT–5
REPORT WRITING

5·0 Objective :
At the end of this unit you will be to :
 Identify types and styles of Report
 Plan Reports and proposals
 Write a prefatory note
 Write Reports and proposals.

5·1 Introduction :
In business there may be many situations in which some form of report is required.

A report is a detailed and logical presentation of information based on facts. It is an
examination of a situation or problem, of actions taken or of the finding of an investigation.
Reports are essential for taking decisions, evaluating or reviewing progress and for
planning. They are an important, formal and routine part of management communication
in modern business.
5·2 Classification of Reports :

Reports are written for different requirements and may be classified under several
sections. Some reports like feasibility reports or fire damage and accident reports are
written for specific purposes and are not routine reports. Reports are written for specific
individuals and purpose and are routine procedures for managerial communications.
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5·2·1 Reports Based on Requirements :

 Some reports are based on legal requirements or official managerial procedures.
You may classify them as
 Statutory Reports, which have to be submitted in accordance with the statute

for e.g. Director’s Report, Auditor’s Report or the Annual Returns of a
Company.

 Non Statutory Reports, which are not required to be presented as per the
law but are essential for the smooth running of the management process.
Examples of this are Committee Report and Enquiry Report.

 Reports may also be categorized according to the number of people drafting
the report.
 Individual Reports, Such as an Auditor’s Report or the Company Secretary’s

Report. S/he may have other induviduals helping them with the process but
the signatory alone will be responsible for the report.

 Committee Reports such as Inspection Committee Report or Selection
Committee Reports in which all the members of the committee share
responsibility.

5·2·2 Reports Based on Subject :
Reports may also be classified on the basis of what they are reporting.
 Performance Appraisal Reports are made with the specific purpose of

appraising the performance of employees. This may be useful for providing
feedback to the employees on there performance and data for management to
ascerlain eligibility for promotions.

 Inspection Reports are presented after inspections to detect defects in machinery
and/or irregularities in the company’s system or proceduce of work.

 Progress Reports give information at any given time regarding how much work
has been completed, at what rate it is progressing and whether it is proceeding
according to plan.

 Feasibility Reports are based on surveys to find out the success rate of a
proposed business venture or the launching of a new product. It may also be
produced after surveying the suitability of a location for a proposed factory.

 Project Reports are studies of proposed business organisations after they have
started functioning. They are useful for financial planning and policy decisions
because they project the performance of the organisation into the future.

 Analytical Reports analyse a problem or business or industrial situation and
provide suggestions on the basis of the evaluation of the data analysis.

5·2·3 Reports Based on Periodicity :
Some reports are time bound and have to be produced periodically. It is a systematic
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review of a company’s working during the given period. Examples of Periodic Reports
are Annual Reports, Half yearly Reports and Quarterly Reports on various aspects of
business and industry.
5·3 Preparation of Writing A Report :

Before preparing a report you have to be clear about the following asepcts :
 The term of reference i.e. the person, Committee or Board who has authorised

the report.
 The purpose for which the report is being written, its scope and the relevant

sources.
 For whom the report is being written because this will decide the language, tone

and content of the report.
 The various aspects and the quantum of data collected and how it was collected,

by means of a questionaire or through interviews and which demographic group
provided the data.

 The method to be used to analyse the data
5·4 The Parts of A Report :

All information provided in a report must be grouped under certain sections and
clearly titled to help facilitate the easy location of data. Grouping information under
separate heads also adds to the clarity of the report.

The parts of Report are
 Title
 Terms of Reference
 Preface
 Acknowledgement
 Table of Contents
 List of illustrations
 Abstract
 Body of the Report

– Introduction
– Methods (Procedure)
– Finding (Research)
– Recommendations (Discussion based on Findings)

 List of References
 Bibliography
 Appendices.
In addtion, a letter of the Transmittal is attached to the report. It provides a permanent
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record of the transfer of the report to the officials who have to read it. It shows the data of
submission of the report, the name and designation of the writer and the authority by
which it was authorised. It also asks for the readers comment.

A long report will contain all the parts listed above. A short report may not contain
all the parts. The parts usually omitted are the preface, table of contents, abstract, list of
illustrations, appendices, list of references and bibliography.

Now let us take up the different parts of a report one by one.
The Title
A long report usually has a cover page which provided the name of the person on

the committee submitting the report, the subject of the report, month and year of the report.
For e.g.
Report of the selection committee appointed to investigate the progress report of

the Employees and recommend names for promotion to the post of District Manager of
our product unit in Orissa.

A short report is usually in the form of a letter and the title forms the subject of the
letter. For e.g.

Investigation of the employees strike in the Bhubaneshwar factory.
Terms of Reference :
This part of the report tells the reader who assigned the writing of the report, or the

date on which a resolution was passed to that effect, or the date of the letter/order
authorising the writer/s to make the report. A brief description in the form of a sentence or
two of the assignment is included in the ‘Terms of Reference’. Sometimes the resolution
authorising the assignment is reproduced.

The Preface
The preface provides an introduction to the entire project report. In the letter type

of report, the letter of transmittal can also provide this introduction.
The Table of Contents
The table of contents provides the reader with the page numbers of each chapters.
List of Illustrations
This list indicates the pages on which graphs, pie-diagrams, tree diagram, flow charts

and photogaphs appear in the report.
The Abstract
The Abstract also called the Synopses is the summary of a long report. Its length is

usually not more than one third of the length of the entire report.
The Body of the Report
The introduction presents the historical, commerical, financial, HR or technical

background of the report. It also states the limitations of the project. The procedure deals
with the methods used for collecting the data and the statistical methods employed to
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process them. The finding present the data collected during the research and the statistical
processing of the data. The part referred to as conclusion of Recommendations contain
the recommendations to solve the problem based on the findings.

List of References :
The list of References may be mentioned either as footnotes on as a list of references.

References add credibility to the report and help the writer to avoid plagiarism.
Bibliography :
The Bibliography is the list of books referred to by the researcher. The list provides

the facts of publication of each book. i.e. author/editor/titte of book/article, journal, year
of publication and the publisher.

Glossary :
The glossary is a list of technical terms or special words, which may not be known

to layman (the person without specialised knowledge of the subject of the report.)
Appendices :
Illustrations and tabular columns are put at the end of the report so as to maintain

clarity and logical flow in the body of the report. This part constitutes the Appendices.
5·5 Formats of a Report :

Reports are designed to convince the audience that the conclusions and
recommendations developed are valid. The body of a report presents all the facts and
ends by presenting a decesion or a solution to a problem.

The two styles of Report writing are :
1. A Letter Style Report :
This style of Report covers mainly one topic, which is often unsolicited and which

is used to make requests, pass necessary information, suggest action or bing some matter
to the attention of the authorities. The letter style report is usually prepared on a paper
with the company letter head. Though written in paragraphs like an ordinary letter, it
carries no salutation and only a signature without any subscription. This Stype of report is
used for more lengthy and detailed communication than a memorandun would cover, but
it is headed like a memorandum. Often there are other persons who need to be kept informed
of the information sent out or of the suggestions for the action to be taken, and these
names appear in the bottom left hand corner after the abbreviations ‘C.C’ (circulate copies).

2. A Schematic Report :
A Schematic Report deals with a number of related topics. It is usually requested by

a senior management executive and is presented in a particular format under specific
headings. The Schematic report is written according to a specific scheme, under heading
as given below:

(i) Terms of Reference :
Under this heading is written a clear statement of the purpose of the report, who

requested it and the scope of enquiry or the activity it covers.
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(ii) Action Taken :
This should give details of the action the writer took in preparation for the activity

or the task he is reporting on, or he has gone about gathering the material and data for his
investigations.

(iii) Findings :
This section comprieses the details of what was done, observed or discovered and

what information was gathered. All data relevant to the action or enquiry should be included.
(iv) Conclusions :
Under this heading are written the conclusions gathered from the evidence or

observation. They will include the writers opinion and assessment of the situation he has
been covering.

(v) Recommendations :
In the light of the facts he has presented in the report and the conclusions he draws

therefrom the writer may make recommendations of suggest a course of action.
It is always advisable to prepare a rough draft of the report before presenting it, in

order to ensure that it is completely clear and logical.
Now let us look at a Sample Schematic report.
Methods of Clearing Oil Spills at Sea
1·0 Purpose
This report deals with various methods of clearing oil spills at sea for the purpose

of recommending the most effective method to be used by this company.
2·0 Scope
Four methods have been studied. This are treated separatedy in section 3 (3.1 – 3.4)
Conclusions and recommendation are to be found in sections 4 and 5 respectively.
3·0 Techniques
3·1 Burning
Attempts have been made to burn oil. Although wicking materials have been used

to sustain burning on the sea, they have not been completely successful. It is not possible
to burn oil on the beach without special equipment. Burning may be useful as a tool for
dealing with fresh oil that comes ashore or in sheltered waters close to the shore. It is not
an effective method for disposing of spilt oil.

3·2 Sinking
Sinking agents are used to sink oil by distributing a fine powder over oil to increase

its density. This is a difficult operation and it has been found that the sunken oil reaches
the sea bed in a form that might well contaminate fishing gear and may be detrimental to
flora and fauna in the sea bed. Nevertheless, the method can be improved by treating sand
with amine to make it oleophilic, and applying it as a sand/water, slurry. Both methods are
effective, but have disadvantages, and therefore should only be used in emergency.
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3·8 Booms
Booms may be used to prevent the spread of oil over a wide area in the open sea or

in calm water. There are three methods of using the booms: first towed by a suitable tug,
second moored in shallow water and third, free floating. The problem with all of these is
that oil escapes from underneath the boom. Moreover, they cannot be used in rough
conditions. Although booms have proved useful in containing oil for recovery, they are
not hundred percent effective.

3·4 Dispersants
Dispersants are chemicals used for breaking up spilt oil at sea and these have been

found to be the most satisfactory method of attack. Achieving the best results with dispersant
chemical depends upon two factors. First the distribution of an appropriate amount of the
chemical over the floating oil and, secondly, the mixing or agitation of the treated oil with
the upper layer of the sea. Equpment which has proved highly successful in performing
the mixing requirement is available and can be fitted to any tug. Despite the huge quantity
used to break up floating oil on the open sea it causes negligible harm to marine life.

4·0 Conclusion
By studying the four methods of dealing with oil spills as sea it was found that

dispersant is the most effective method.
5·0 Recommendations
Dispersant chemicals should be introduced to the department and adequate quantity

stored in case of oil spills in this area. One of the most efficient and least toxic of this new
family of dispersants is produced under the trade name BP 1100X, and it is recommended
that an order for this should be placed with the manufacturers immediately.

Sd :
Date :

In a schematic report the date comes at the end. It is so because a long report may
take several days to complete. Hence it is the completion date which appears under the
signature of the writer.

In the report there may be reference to other information and some relevant material.
This is either attached to the report or put in separate numbered envelopes and marked
“FOR THE ATTENTION OF....”

When the report is particulary long a summary may be given.
5·6 Let us Sum Up :

In this lesson you have seen the importance of presenting reports. You have also
learnt about the different types of reports, the parts of a report and the format of presenting
reports. A sample report has been included to help understand the structure of a report.
5·7 Exercise :

1. What are the preperations needed for writing a report ?
2. Discuss the different formats of a report.




