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Report Documents Defined

The purpose of this paper is to clarify and define the document classified as a “report,” and the different types of formal and informal reports. These definitions have been officially adopted by the OpsDox department here at EarthLink, and are used to denote the specific type of document being written, as well as the its defined purpose and characteristics. 

1.  What is a Report?

Reports are among the most common types of communication prepared at work. They differ in many ways, including subject matter, length, purpose, information sources, number and kind of readers, and the circumstances that led to their preparation. Despite their differences, almost all reports share one important feature: their readers want to put the information contained in the report to some professional or practical use.  

Issues to address include:

· Importance of report:  Most users are only interested in the parts of the report that are useful to them. It is important to explain the document’s relevance to the reader’s responsibilities, interests and goals. 

· Reliable facts:  Users must be certain that the facts detailed in the report will provide a sound basis for their decisions or actions.

· Usefulness of data:  Be careful to address only those facts needed to make the decision or do the job correctly. Do not include extraneous information.

· Interpretation of Facts: Facts alone are meaningless. To give facts meaning, point out the relationships or patterns among them.

· Significance of Facts: Explain what the facts mean in terms of the users’ responsibilities, interest, or goals.

· Conclusion: If appropriate, suggest the action that you or your client believes should be taken.

2. Report Types

There are 2 basic report types: informal and formal reports.

2.1  Informal Reports

Audience: Varies by report type and intended use.

Informal reports are used both inside and outside of the organization. They typically are shorter and presented in a less-structured manner than formal reports. Furthermore, they are prepared using a more personalized writing style. Informal reports have three formats: memorandum, letter, and manuscript. Among the various types of information reports are justification reports, periodic reports, progress reports, staff reports, feasibility reports, and audit reports.

· Memorandum Reports: Although primarily an internal report, it may also be distributed externally. Memo reports can present information contained in justification, periodic, progress, and staff reports. They often outline routine matters; thus, they often have multiple readers. They can be useful in initiating action, responding to a request, or following up a conversation, and may be sent upward, downward or laterally within the organization.  The format is the same as a regular memorandum.

· Letter Reports:  Generally distributed outside of the organization, letter reports are useful for presenting limited amounts of information. Letter reports frequently have a single reader, and are written in response to a request. Usually one to four pages in length, they have a regular letter format.  

· Manuscript Reports:  These are usually too long to be considered either a memorandum report or a letter report, yet are not long enough to be considered a formal report. Although they closely resemble the format of a term paper, these reports do not contain a synopsis, letter of transmittal, table of contents, letter of authorization, appendix or bibliography. Manuscript reports sometimes contain information about more than one topic.

· There are 6 major classifications of informal business reports. These are justification periodic, progress, staff, feasibility and audit reports.

· Justification Report: A type of business document that justifies a recommendation, course of action or decision.  

· Periodic Report:  Presents information on a regular basis–perhaps weekly, monthly, quarterly, semiannually, or annually–to provide a written record of past or present situations or events. 

· Progress Report:  Presents information about the current status of a project, plan or situation; they are prepared occasionally, usually when substantial progress occurs on a project.

· Staff Report:  Generally, prepared because of a specific request, and are frequently prepared after the solution of a particular problem. 

· Feasibility Report: Provides information bout the practicability of taking a particular course of action. This report has a twofold function: to provide information about whether the course of action is feasible; and if so, to present information about various alternatives to the course of action. Feasibility reports often contain a recommendation regarding which alternative seems most feasible. 

· Audit Report: provides information about the results of an investigation into some phase or organizational operations. In addition to financial audit reports, other areas that may be investigated and reported upon are affirmative action, complex or extensive projects, quality of newly hired personnel, salary plans, fringe benefits, and so forth.

2.2  Formal Reports

Audience: Varies by report type and intended use.

Formal reports tend to be more analytical than informal report, and generally have a more “dressed up” appearance, contain standard parts, are often longer than informal reports, and typically written in a more formal style. The basic formal report contains 6 elements in its structure:

· Introduction:  Why is this report important and what will be gained by reading it?

· Method of obtaining facts:  Reassurance that all facts presented are reliable

· Facts:  Useful data

· Discussion:  Interpretation of those facts from either the reader’s or client’s point-of-view

· Conclusions:  Relevance of facts to the reader

· Recommendations:  Action that is being proposed

The 3 basic types of formal reports include empirical research, formal feasibility, and formal progress reports. 

· Empirical Research Report:  The investigator gathers information through carefully planned, systematic observations or measurements. In addition to the 6 elements of a report outlined above, the empirical report will also contain formation regarding the method(s) used in the research, and the results recorded.

· Formal Feasibility Report: An evaluation of the practicality and desirability of pursuing some course of action. In addition to the 6 elements of a report outlined above, the feasibility report will also contain information regarding the criteria examined, an overview of alternatives studied, and an evaluation of the alternatives.

· Formal Progress Report:  A report on work already begun, but not yet completed. The typical progress report is one of a series submitted at regular intervals. In addition to the 6 elements of a report outlined above, the progress report will also contain facts and discussion regarding both past and future work.

[image: image2.png]FarfhlLink’




Confidential Information Notice 

Copyright 2001. All Rights Reserved.  Any unauthorized reproduction of this document is prohibited.

This document and the information it contains constitute a trade secret of EarthLink, Inc. and may not be reproduced or disclosed to non-authorized users without the prior written permission of EarthLink. Permitted reproductions, in whole or in part, shall bear this notice.






























PAGE  
C:\geraceme\Web Docs\reportdoxdefinded.doc        
        4 of 4
8/8/01

_960274792.doc
[image: image1.png]FarfhlLink’







