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Formal Reports 

Researching Secondary Data
· Print Resources
· Books
· Periodicals
· Bibliographic indexes (print, CD-ROM, and Web-based)   	
· Electronic Databases
	Magazine, newspaper, and journal articles 
	Newsletters, business reports,company 	profiles, government data, reviews, and 		directories
· The Web 
	Product data, mission statements, staff 	directories, press releases, current 		company news, government information, 	   	article reprints, scientific reports, and 	 	employment information 
Visual Aids
Clarify and simplify the text
Depict relationships between points
Emphasize and summarize points
Attract and build credibility
Reinforce understanding
“Visualizing” Information
· Decide on the message. 
· Identify points requiring visual support.
· Maintain a balance between illustrations and words.
· Consider your production schedule.
Using Graphic Design Principles
Continuity
Emphasis
Contrast
Simplicity
Experience
Fitting Graphics Into Text
· Introduce graphics in the text.
· Place them near the text they illustrate.
· Choose titles and legends that convey a message and explain the graphic clearly.
· Match title and legend style to heading style (informative or descriptive).
· Phrase all legends and titles consistently throughout the report.
Guiding Readers through Reports
· Start with an opening that indicates the report’s subject and importance.
· Use headings, subheadings, and      lists effectively.
· Use transitions to bind the report.
· Use preview and review sections.
· Create an ending that leaves a strong, lasting impression.
Revising Formal Reports
· Revise by evaluating both content and organization.
· Review for style and readability.
· Edit and rewrite your message clearly and concisely.
· Refer to Chapter 6 for more tips on revising and proofreading.
Deciding on Report Format
· Formal reports
· Can be short or long
· Can be direct or indirect
· Can be informational or analytical
· Can be external or internal
· The parts you use depend upon what type of report it is.
· For long reports, prefatory parts should have their own pages.
Components of a Formal Report
· Prefatory parts
· Text parts
· Supplementary parts
Prefatory Parts for a Report
Cover				Transmittal letter
Title fly			Table of contents
Title page			List of illustrations
Authorization letter	Executive summary
Acceptance letter 		Synopsis
A Formal Report’s Introduction
· Ties the report to a problem or an assignment
· Tells the reader the purpose of the report
· Previews contents and organization of the report
· Establishes tone of the report
Topics to Consider in an Introduction
· Authorization
· Problem/purpose
· Scope
· Background
· Sources and methods
· Definitions
· Limitations
· Report organization
Final Sections of the Report Text
· Summary
· Key findings of your report
· Conclusions
· An analysis of what the findings mean
· Recommendations
· Opinions about the desired course of action 
Supplementary Parts
· Appendix
· Bibliography
· Index
Proofreading Formal Reports
· Check over textual materials.
· Check visual aids:
· Is each visual necessary?
· Are the visuals accurate?
· Are the visuals documented?
· Are the visuals honest?
Getting Feedback
· You’ll want to get feedback from readers, even if you have to nudge them to do so.
· Be ready for less-than-glowing reactions to your recommendations.
· Be prepared to get no                      response at all.
· Accept criticism                             graciously.






