
LONG FORMAL BUSINESS REPORT EXAMPLE

Learn how you can write a formal business report with ease with the help of these 14+ Formal Business Report
Examples â€“ PDF, DOC, Pages . by the early years of your operations, creating them won't be as daunting in the long
run.

Informal Reports Keep in mind that not every business report needs to be presented in such a structured
format. Specialized Business Reports Many types of business reports have a specialized format. Some
entrepreneurs that work alongside a partner or a board of executives might not even acknowledge the business
report as a priority on their simple list. In a business setting, a formal report functions in a similar way.
Typically, this will mean breaking the report down into several sections. However, for longer or more complex
reports, you should consider including a full executive summary. References and Appendices Most business
reports will draw information from a variety of sources. These should be cited in the text of the report itself,
but you should also list your sources in a bibliography. Methods and Findings â€” A more detailed look at data
collection and analysis methods, along with the main findings of your research. You may also need to
recommend a plan or course of action based upon your findings, especially if this was part of the brief.
Writing Tips: The Structure of a Business Report Writing Tips: The Structure of a Business Report As well as
being clear, concise and formal, a good business report should have a structure that makes it easy to follow.
Use it to set out the brief you received when you were asked to compile the report. By documenting the
significant events that occurred in the previous months, the company can analyze their mistakes and successes
more clearly. For example, if you were asked to write a report about expanding into a new country, your
conclusions and recommendations would be about the viability of such an expansion and what the company
could do to achieve its goals. Try to include the following: A brief description of what the report is about How
the report was completed e. There are instances where a company may have higher profits based on their
overall sales, but certain products or services offered may not be performing as expected. Summary â€” A
rundown of key points from the report, including research methods, findings, and any conclusions or
recommendations. If you are writing your report in Microsoft Word, moreover, you can use the Heading styles
to create a table of contents. The business report will then help researchers document the progress that the
company has made during a specific time period, along with the project details and your history of growth. To
Collect Data One of the most important tasks involved in the process of business report writing is the
collection of data. This structure may vary slightly depending on the length and type of report. This should list
the title of each section in the report and where it can be found. And to make entirely sure that your business
report is well written and formatted, you can always ask a proofreader. Conclusions and Recommendations
Once you have explained your findings, you will need to make conclusions based on your research i. You may
also see recruitment report examples. You may also see how to write a short report. Report Summary Most
business reports begin with a short summary. When this happens, the business must analyze what they have
done or not done to generate such poor outcomes. This should set out the title of each section and where
readers can find them in the report. One good tip on this front is to use visual aids to present key data, such as
by adding charts or illustrations.


