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Business and Academic Reports 
 

1. Discussion questions 
 

 What are reports? 

 Why do we write reports? 

 What kinds of reports are you familiar with? 

 
Types of report 
 
2. Match the reasons for writing the report with the type of report. 
 

Type of report Reason for writing 

Informational report To provide information, analyse it and present 
conclusions 

Analytical report To present information, analyse it and advocate a 
course of action 

Recommendation report To provide facts to understand a situation 

 

  
Key features of a report 
 
3. Look at the following information about reports and decide which is right. Suggest alternatives for the 
ones you don’t agree with. 
 

Features of a report Yes No 

Follows a specific structure    

Has divisions and sub-divisions with clear titles   

Based on facts   

Written with a specific purpose and a reader in mind   

Bullet points cannot be used   

Tables and graphs may be included   

Lengthy explanations   

Includes recommendations for future action   

 
 

Structure of a report 
 
4. Why are reports divided into sections with clearly labeled headings and sub-headings? 
 
5. Match the sections of a report with the descriptions. 
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Section Description 

1. Title a. Gives the data of the research or investigation 

2. Executive summary b. Provides a brief summary of the report including 
main conclusions and recommendations 

3.Introduction c. Discusses in detail what is revealed by the 
investigation 

4. Findings/results d. States the topic of the report 

5. Discussion of findings e. States the aim of the report, defines key terms 
and limitations of the investigation 

6. Conclusions f. Attachments that support the findings 

7. Recommendations g. Details of work referred to in the report 

8. Sources/references h. Sums up the main points of the investigation 

9. Appendices i. Suggests action needed on what is revealed by 
the findings 

 
6. Answer these questions. 
 
(i) Under which headings is the purpose of the report stated? 
 
(ii) Select from the points below the information that goes into the introduction. 
   
  a. Sources 
  b. Purpose of the report 
  c. A summary of the report 
  d. Scope of the report 
  e. Findings 
  f. Why the report was commissioned 
 
(iii) Which of these are common to both the executive summary and the introduction? 
 
  a. Aim of the report 
  b. Main findings and conclusions 
  c. Methods of investigation 
 
(iv) What are recommendations? 
 
  a. The most important findings 
  b. What resulted from the findings 
  c. Action that follows the findings 
 
(v)  How does the executive summary differ from the introduction? 
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7. Label the extracts of a report (A – E) below. Then rearrange them to form a coherent report. 
 
A ……………………………………………………………… 
 

 
 
 
B ………………………………………………………….. 
 

 
 
 
C ………………………………………………………… 
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D ………………………………………………………… 
 

 
 
 
 
E …………………………………………………….. 
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8. Read the above report and answer the questions.  
 
a. What is the purpose of the report? 
 
 
b. What are the instruments of analysis that have been used? 
 
 
c. What do the results of the investigation reveal? 
 
 
d. What are the limitations of the investigation? 
 
 
e. What courses of action have been recommended?  
 
 
 


