Lecture 9
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 Hello and welcome to your ninth lecture.  In this lecture you will learn the following things:


No matter what type of report it is, all reports require some special writing skill.  Let us see what these are below:
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You have to have the ability to record facts clearly and objectively.
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You must have the ability to interpret information
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You have to have the ability to draw conclusions

[image: image5.png]



You must be able to come up with recommendation that will improve situations

Now let us see the structure of formal reports.

1. Headings
You have to remember that there should be two heading in a formal report.  These are:

· The name of the company

· The heading of the report or the report title

2. Terms of Reference
You should state in this section exactly why you wrote the report.  You should answer questions as:

· Why did you write the report?

· What was required?

· Who requested the report?

· What were you asked to do?

You could use the following pattern to write this section:

To report on … (subject) … as requested by … (name and title) on … (date) …

3. Procedure
Give a brief description of the methods you used to collect information to prepare the report.  These may be: 


· Interviews

· Visits

· Questionnaires issued etc.

4. Findings
This is the longest section of the report.  You should give the findings in a logical and sequential manner.  Use numbers for sub-headings, if necessary.

5. Conclusions
At this stage you should state the logical implication from the information of the findings.  Your inference is the conclusion.

6. Recommendations
Her you have to make some suggestions for action on the basis of information presented in the Finding and Conclusions sections.  You have to remember that as the writer of the report you cannot make decisions.  You can only make suggestions for action to be taken by someone else.

7. Closing Section
In the closing section of the report you have to put your sign on the report.  Your name and title should be put next.  and at the foot of the report the date should also be included.

You have to remember that reports should be objective and factual.  When writing reports you should be impersonal, that is, you should use full sentences using third person and reported speech.  For example,


You should not use first or second person as I/We/You
You should not use sentences that are direct, such as, 

We should tell Mrs. Karim to look into the prices of the equipment.

Instead you should write in reported speech as:

Mrs. Karim should be asked to look into the prices of the equipment.


To see an illustration of a formal report please turn to page 


of your book.


Look at the example of the formal report carefully.  You can see that the first thing shown is the heading.  In the Heading section there are two names:

· Aurora Holdings, which is the name of the company

· Report on Complaints about Poor Service and Food Provided in the Staff Restaurant, which is the name of the report or the report title.  This title tells the topic that is discussed in the entire report.

After the heading section you can see the Terms of Reference.  It answers the following questions:
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Why the report is written?  That is --- to investigate complaints about poor service and food provided in the staff restaurant and to make recommendations.
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Who asked for the report?  That is --- as requested by Mr. Michael Lee, Administration Director
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When the report was asked for?  That is --- on 14 April 2000
Next you can see the Procedure section.  Here the steps taken to gather information to prepare and present the report findings, conclusion and recommendations are stated.

You can see in the example that the interview method was used.  (You have already learnt about the interview method in Lecture 2.)

You can see that the Findings section draws from the information obtained through each step mentioned in the procedure section.  You can see that there are numbered points and sub-headings for allowing the reader to understand the findings easily.


You will see that the report pages are numbered.  On page


 you can see the second page of the report.

The next section is the Conclusion section, which logically places the conclusion from the finding section in a sequence of numbers.

In the Recommendations section, you can see that the writer has suggested some alternatives on the basis of the findings and conclusion.

At the end of the report you can see there is space for the writer to sign her name.  Then her name is given in full.  Below it is her designation.

Finally the reference and date of writing the report is given.

Sometimes you may not like to follow this rigid structure as presented above.  If you like you can follow a different format to present your report.

[

The decision on how to present a report very often depends on:

· The purpose of the report

· The nature of the information it contains

· Your own preference

Now listen to this 
[image: image9.png]



· Introduction

· Advantages

· Disadvantages

· Conclusion

· Recommendation
Now listen to this 
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· Introduction

· Standard of service

· Facilities

· Eating-places

· Conclusions

· Recommendations

Often when submitting the report you can give a covering memo.  When you cannot hand your report directly, do not just leave it on someone’s desk.  It is courteous if you attach a brief covering memo.  



Please turn to page 


of your book to see an illustration of a covering memo.


Look at the illustration of the covering memo.  You can see that it is a memorandum.  It has the headings: To, From, Reference and Date.

You can see that the next heading is the name of the report.

In the body paragraphs you can see that the writer is gives some background information about what is attached and submitted.

The closing paragraph is a short relevant line that states the writer is ready to answer any questions about the report.

Then the memo is signed by the writer.

In the bottom of the memo the enclosure is mentioned.

Now we shall turn to the structure and format of informal reports.  You have already learnt in your last lecture that informal reports are called memorandum reports.


Please turn to page

 of your book to see an example of a short memorandum report.

Look carefully at the memorandum report to distinguish it from the formal report.  You can see that it has the same beginning headings as a memorandum: To, From, Reference and Date.

The next heading is the Title of the report.

The First paragraph is personalized.  Here the writer gives background information about why the report is written and for whom. The procedure taken to complete the report is also mentioned here.  The sentences in this paragraph are written in the first person.

The Findings, Conclusion and the Recommendation sections are like the formal report.

The Last paragraph is also personalized.  It is written in the first person.  It gives a relevant conclusion and by ending with a helpful note.

Lastly it is signed by the writer.

We shall now conclude the lecture by going through a checklist for compiling reports.  You should go through this checklist to ensure that your report is compiled in the most correct form.  This checklist ensures that you:

Be factual

In the report you should be factual.  After investigation you should state only those information that are relevant.

Be objectives

Make sure that your own opinions and preferences do not get in the way of writing the report.  You can state your own view-points only when you are requested.  Otherwise, you should record facts impartially.

Be logical

You should classify your finings in a logical order.  Your finings should be given headings and sub-headings.  These headings and sub-headings should also be numbered.

Be consistent

To make your report clear and impressive, you should maintain consistency in your report.  Consistency can be ensured by

· keeping the same spacing throughout the report

· following the same grammatical pattern

· presenting the headings and sub-headings logically.

Be concise

Do not make your report or any of its sections unduly long.

Be clear

Follow a simple, easy and readable style so that the reader can quickly and clearly grasp the meaning of your report.
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What writing skills are necessary for reports?


How are formal reports written?


How are informal reports written?


What things should we check in compiling reports?
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The covering memo explains what is submitted, to whom and from whom along with the date.  





135





136








_1137845022

_1137845051

_1137845185

_1137844959

