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How to write a business report. (This handbook has been written in collaboration with the School of Marketing and
International Business, and. Student Learning.

This is where you discuss your main topic and the supporting topics. A well-researched background for your
report is necessary in order to make sure that your report is more solid. Just keep reading and you will find out
what these tips are. Make sure that your objective is concise and clear in order to avoid confusing your reader.
Graphical information can be utilized. The introduction This where your write how you fully understood your
report and how you are going to discuss the topics in your report. Once you already know how you will
organize your business report, it is now time for you to start writing your content. You may also see marketing
report examples 9. You may also like summary reports Organizing. The conclusion This where you write the
implications and executive summary of your report. This will be the last thing you write when writing a report
but is the first part of your business report. Pair your conclusions with recommendations. The table of contents
This should always be present in any report, especially in a long one. However, it is entirely up to the
management or department on what report structure is suitable for them. The procedure This section is also
optional. Business writing should be applied to any type of report you choose to write. Just like how you
would collect your data, when it comes to organizing your report, it would all depend on the type of report that
you are writing. If you deem that some information or data can be best represented by graphs or illustrations,
you should definitely do so. You should also discuss the best actions to follow based on what you have
concluded. You may also see sample activity reports 2. If you based some information from books, journals,
or scholarly articles, make sure that you properly cite your sources. Know what you are trying to accomplish
with your report. Your graphs and illustrations would also be great breaks from the big blocks of texts present
in your report. The table of contents contains the list of the main topics and subtopics together with their page
number. By knowing your audience, you would be able to properly match your tone with their preference. The
material and methods This similar to the procedure but this is usually used in scientific or engineering report
writing. Title page This is always included and it is placed on the first page. You may also see case report
templates Collect data. The body This the main section of your report. The terms of reference This section is
optional. The terms of reference are the definition of the task and your objective for writing the report. Your
conclusion should be based on the results and data that you have collected. Yardstick reports are reports that
take a look at the solutions given for a certain situation based on results of a study. Download The Report
Structure Below is the common structure of a report. The summary This is the brief description of your whole
report or an overview of the report. How you would gather your data depends on what type of report you are
coming up with; however, you have to make sure that the bounds you are choosing for your report are concise
as well as relevant.


