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Informal Reports

The Purpose of Reports
· To make sound decisions and find effective solutions
· To provide a formal, verifiable link between people, places, and times
· To serve as permanent records
· To solve immediate problems
· To provide complete, accurate, objective information
Classifying Reports
Reports are commonly classified by these factors:
· Source–who initiates it?
· Frequency—how often is it generated?
· Destination—where is it being sent?
	A report’s medium, format, style, and organization are dictated by its classification.
Six Categories of Informal Reports
· Information Reports
· Progress Reports
· Justification/Recommendation Reports
· Feasibility Reports
· Minutes of Meetings
· Summaries
Informational Reports
· Monitor/control reports
· Policy and procedures reports
· Compliance reports
· Progress reports
· Summary reports
Analytical Reports
· Reports for solving problems
· Reports for justifying a project
· Proposals for obtaining new business or funding
Report Formats
· Letter format
	Letterhead stationery. Useful for informal reports sent to outsiders.
· Memo format
	Memo style. Useful for informal reports circulated within organizations. 
· Report format
	Plain paper, manuscript form. Useful for longer, more formal reports.
· Prepared forms
	Standardized forms. Useful for routine activities, such as expense reports.
General Guidelines for Writing Reports
· Define project. 
· Gather data.
· Organize data.
· Write first draft.
· Edit and revise
Where to Gather Data for Reports
· Look in company records.
· Make personal observations.
· Use surveys, questionnaires, and inventories.
· Conduct interviews.
· Search databases and other electronic resources.
Planning Business Reports
· Begin with a problem statement
· Limit your scope
· Outline issues to investigate
· Develop a statement of purpose
· Prepare work plan 
Developing a Work Plan
Prepare a work plan by including the following elements:
· Statement of problem
· Statement of purpose
· Tasks to be done
· Products that will result
· Project assignments
· Working outline
· Follow-up activities
Investigating
· What are six activities that help you organize the research process?
· What is the difference between primary research and secondary research?
· Where do you go to look for industry information?  For specific company information?  For commercial databases?
Secondary Information Resources in a Library
· Business books
· Almanacs
· Newspapers
· Periodicals
· Directories
· Electronic databases
· Government publications
Searching a Database
· Select appropriate databases.
· Use multiple search engines.
· Use key words and phrases.
· Use short phrases.
· Don’t use stopwords.
· Do not use words contained in the name of the database.
· Use variations of your terms.
· Specify a logical relationship between key words.
· Evaluate the precision and quality of   your results.
· Use Boolean operators such as AND, OR, and NOT.
· Use proximity operators
· Use wildcards
Preparing Effective Surveys
· Provide clear instructions
· Keep it short and easy to answer
· Use questions that are easily tabulated
· Avoid leading questions
· Ask only one thing at a time 
· Pretest the questionnaire
Preparing Interview Questions
· Use the appropriate type of question to get the information you need.
· Think about the sequence of questions.
· Identify the questions you really        need answers to.
· Ask smart questions.
· Use a mix of question types.
· Limit the number of your questions.
· Edit questions for neutrality and objectivity.
Processing Information You Have Gathered
· Read the material and take notes.
· Know when to quote and when to paraphrase.
· Document your sources so you can avoid plagiarism.







