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How We CommunicateHow We Communicate33

• CVs, ResumesCVs, Resumes

• Email, Web site, FAQs Email, Web site, FAQs 

• Letters, Newsletters, Brochures, Articles, CatalogsLetters, Newsletters, Brochures, Articles, Catalogs

• Advertisements, Notice Board, Pamphlets, Signs, Press Advertisements, Notice Board, Pamphlets, Signs, Press 
ReleaseRelease

• Presentations, multimedia, talksPresentations, multimedia, talks

• Reports, Manuals, Proposals, Books Reports, Manuals, Proposals, Books 



Which Reports?Which Reports?

Annual Reports

Sales Reports

Feasibility Reports

Inspection Reports

Audit Reports

Progress Reports

White Papers



Technical Writing ReportsTechnical Writing Reports

ProposalsProposals
User ManualsUser Manuals
Technical ManualsTechnical Manuals
White PapersWhite Papers



Classification of ReportsClassification of Reports

Formal Reports and Informal ReportsFormal Reports and Informal Reports
Information ReportsInformation Reports
Analytical ReportsAnalytical Reports
Recommendation ReportsRecommendation Reports



5 Steps to Report Writing5 Steps to Report Writing11

1.1. Define the problemDefine the problem

2.2. Gather the necessary informationGather the necessary information

3.3. Analyze the informationAnalyze the information

4.4. Organize the informationOrganize the information

5.5. Write the reportWrite the report



Organizing ReportsOrganizing Reports

Comparison/contrastComparison/contrast
Problem-solutionProblem-solution
Elimination of alternativesElimination of alternatives
General to particularGeneral to particular
Geographic or spatialGeographic or spatial
FunctionalFunctional
ChronologicalChronological



Words, Words, WordsWords, Words, Words

UK English and US EnglishUK English and US English

• In te rnationa l E ng lish  and Ind ian  E ng lishIn ternationa l E ng lish  and Ind ian  E ng lish

Denotation and ConnotationDenotation and Connotation

• Let me know when you’re free next week for a Let me know when you’re free next week for a 
meeting.meeting.

• Could you let me know what times you have free?Could you let me know what times you have free?

ToneTone

• Terry is hung up on trivial details.Terry is hung up on trivial details.

• Terry is meticulous and takes care of details that Terry is meticulous and takes care of details that 
others sometimes ignore.others sometimes ignore.



Writing StyleWriting Style

Brief writing styleBrief writing style

• Omit needless wordsOmit needless words

• Combine sentences Combine sentences 

• RewriteRewrite

• Campus Jewelers’ main objective is to increase Campus Jewelers’ main objective is to increase 

sales. Specifically, the objective is to double sales sales. Specifically, the objective is to double sales 

in the next five years by becoming a more in the next five years by becoming a more 

successful business.successful business.

• Campus Jewelers’ objective is to double sales in Campus Jewelers’ objective is to double sales in 

the next five years.the next five years.



We do IT in Style!We do IT in Style!

Chicago Manual of StyleChicago Manual of Style
Elements of Style by Strunk & WhiteElements of Style by Strunk & White
DictionaryDictionary
Microsoft Manual of StyleMicrosoft Manual of Style
AMA Style GuideAMA Style Guide



Anatomy of a ReportAnatomy of a Report

Cover PageCover Page
Title PageTitle Page
Letter of TransmittalLetter of Transmittal
Table of ContentsTable of Contents
List of IllustrationsList of Illustrations
Executive SummaryExecutive Summary
Report BodyReport Body



Report BodyReport Body

IntroductionIntroduction
• Purpose and Scope;Limitations, Assumptions, and Purpose and Scope;Limitations, Assumptions, and 

MethodsMethods

Background/History of the ProblemBackground/History of the Problem
BodyBody
• Presents and interprets dataPresents and interprets data

Conclusions and RecommendationsConclusions and Recommendations
References or Works CitedReferences or Works Cited
AppendixesAppendixes
• Interview transcripts, questionnaires, question tallies, Interview transcripts, questionnaires, question tallies, 

printouts, and previous reportsprintouts, and previous reports



Letter of TransmittalLetter of Transmittal

BackgroundBackground
Summarize conclusions and recommendationsSummarize conclusions and recommendations
Minor problems. Thank those who helped.Minor problems. Thank those who helped.
Additional research necessaryAdditional research necessary
Thank the reader. Offer to answer questions.Thank the reader. Offer to answer questions.



Sales ProposalSales Proposal22

BudgetBudget
ObjectivesObjectives
Strategy and TacticsStrategy and Tactics
ScheduleSchedule
ResultsResults
ClosingClosing



Document DesignDocument Design

Use Use nono  moremore  thanthan  55  fontsfonts..

Use no more than 5 Use no more than 5 ccoolloorrs.s.
Use glossy paper.Use glossy paper.
Use white space.Use white space.
Use templates.Use templates.
Use parallelism.Use parallelism.
Avoid Avoid double emphasisdouble emphasis..



Future ReportsFuture Reports

ProposalsProposals
250-page reports250-page reports
90-minute oral presentation90-minute oral presentation
50-page summary50-page summary

ReportsReports
Multi-mediaMulti-media
WebWeb



FAQ and CEFAQ and CE

QuestionsQuestions
• You, We, I – personal pronounsYou, We, I – personal pronouns

• Standards for reportsStandards for reports

• How long?How long?

Common ErrorsCommon Errors
• It’s a common error! Its consequences are great!It’s a common error! Its consequences are great!

• Singular & Plural errors.Singular & Plural errors.

• Neutrality (he/she, John)Neutrality (he/she, John)
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