
Workplace Reports: Introduction

Along with emails, memos and letters, reports are a routine type of written communication in many workplaces.
Some reports are directed at problem solving. They usually analyze a situation and recommend certain actions or
solutions. They are often informal and are written to help managers in the decision-making process. Other reports
are written just to provide information. Examples of these are status reports or monthly sales reports. Some
companies use printed forms for these types of reports because the details in them can be routine. 

A short internal workplace report can look similar to a memo: it has Date, To, From and Subject headings. However,
the body of the report is usually divided into sections and subsections, depending on its purpose. The three main
sections are:

• Statement of purpose
Briefly and clearly states why the report has been written. It can also include the methods that were used in
gathering information for the report. 

• Discussion of findings
The discussion of findings is the longest part of the report and may be divided into sub-sections with headings.
The details can be organized in different ways. For example, they can be organized chronologically,
geographically, by cause and effect, comparison, etc. 

• Conclusions and/or recommendations
The conclusions/recommendations result from the discussion of findings and should be listed in order of
importance. 

Workplace reports are written to provide information and, therefore, should be objective and based on facts. They
should also be clear, concise and easy to understand, avoiding unnecessary details and wordiness. The tone of an
internal report can be conversational or semi-formal depending on the purpose of the report and the relationship
between the writer and the recipient. 

1 Survey five classmates about report writing. Find out whether they have ever written a report, what
kind of report it was, and who they wrote it for. Share your findings with the class.

2 Search the Internet for examples of possible workplace reports.

Possible search terms: informal reports; memo reports
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