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Understanding Report Basics

Functions Patterns

" |nformative reports " Direct Pattern

= Analytical reports * Indirect pattern
Formats Report Delivery

= |Letter = |n person

= Memo = U.S. malil

= Manuscript = Fax

" Printed form " E-mail or online

= Digital "= Online



Patterns

The Direct Pattern
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Reader Response Determines Structure

Reader will Reader may,

OPPOSE
recommendations

lIk€ely: agree with
recommendations

Direct Pattern Indirect Pattern
Problem Problem
Recommendations Facts

Facts Discussion

Discussion Recommendations



L etter

Memo

Manuscript

Printed form

Digital

Report Delivery

Letterhead stationery. Useful for
iInformal reports sent to outsiders.

Memo style. Useful for informal reports
circulated within organizations.

Plain paper. Useful for longer, more
formal reports.

Standardized forms. Useful for routine
activities, such as expense reports.

Viewed online. Useful for collaboration
and for posting to company Intranet.




Guidelines for Developing Informal Reports

"= Determine problem and purpose.
" QGather data.

" QOrganize data.

" Write first draft.

= Edit and revise.



Where to Gather Data for Reports

Look in company records.
Make personal observations.
Use surveys, questionnaires, and inventories.

Conduct interviews.

Search printed material such as books,
newspapers, and periodicals.

Search databases and other electronic
resources.



Being Objective in Writing Reports

Present both sides of an issue.
Separate fact from opinion.

Be sensitive and moderate in language.
Cite sources carefully.



Making Effective
Report Headings

Use appropriate heading levels.

Strive for parallel construction within levels.

Use first- and second-level headings for short reports.
Capitalize and underline carefully.

Keep headings short but clear.



Making Effective
Report Headings

Don't use headings as antecedents for pronouns.

For example, avoid:

Inserting Hypertext Links. These links . . ..

Include at least one heading per report page.
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Preparing Typical
Informal Reports

nformation reports
Progress reports

Justification/recommendation reports

~easibility reports
Minutes of meetings
Summaries



Information Reports




Progress Reports




Justification/
Recommendation Reports




Feasibility Reports




Minutes of Meetings







REFLEKSI

* Informasi penting hari ini

* Manfaat penting dari informasi penting hari ini

* Tindak lanjut yang dapat saudara lakukan



Thank You! ©

Any Questions?





