Report Writing
1. Why Write a Report?

In many professional roles, writing reports is essential. Reports help communicate
information, analyze situations, and support decision-making. For example, you may be
asked to produce reports on:

« Customer satisfaction levels

« Sales performance and new customer insights

« Team progress and overall performance

Reports provide managers and stakeholders with the information they need to make

informed decisions.

2. What Is a Report?

A report is a structured document that presents the results of an investigation, project, or
analysis. It may include:

« Data and factual information

« Analysis of a specific issue or situation

« Conclusions and, in some cases, recommendations

The main purpose of a report is to inform and support decision-making through clear and

objective information.
3. Key Elements of a Report

A well-written report typically includes:

1. A summary of activities or work completed
2. An evaluation of the results or impact

3. Analysis of relevant data and facts

4. Conclusions based on the findings

5. Forecasts or future implications

6. Recommendations or proposed actions



4. Steps in Writing a Report
4.1 Define the Purpose

Before writing, clearly identify:

« The subject of the report

« The problem or need it addresses
« The target audience

« The objective of the report
4.2 ldentify the Audience

Understand who will read the report and how they will use it.
For example, a sales report should:

« Be based on accurate, objective data

« Highlight strengths and weaknesses

« Compare performance over time

« Evaluate individual and team results

This helps management make informed strategic decisions.
4.3 Conduct Research

Gather relevant and reliable data related to your topic. Sources may include:
« Internal records (e.g., sales data, performance metrics)

« Field observations

« External research

Example: A sales assistant can use daily sales tracking data to produce a monthly report
by region and salesperson.

4.4 Plan the Structure

Organize your report with a clear structure:

1. Title

2. Executive Summary

3. Introduction

4. Methodology (procedure)

5. Data Analysis

6. Conclusions



7. References / Bibliography

4.5 Analyze and Present Data

Present information clearly using comparisons or explanations:

« Comparative analysis (e.g., year-to-year performance)

« Explanatory analysis (e.g., reasons for sales decline)

Use tables, charts, or graphs where appropriate to improve clarity.
4.6 Draw Conclusions

Summarize the key findings based on your analysis. Conclusions should be:
o Clear

e Logical

« Directly supported by data

4.7 Make Recommendations

When required, propose practical actions to:

« Solve problems

« Improve performance

« Support future decisions

Recommendations should be realistic and based on your conclusions.



