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viewed on this book’s companion website
Page 397
M Go to Writing Formal Reports —
The Components in a Report Can Vary
7 Title P:
Heraee Moreformal <> Less formal
7 Letter or Memo of Transmittal Cover Title Page Introduction
Title Page Table of Contents Body
Table of Contents Transmittal Executive Summary Conclusions.
Listof lsstrations Table of Contents Body Recommendations
List of llustrations Introduction
Executive Summary Executive Summary Body
B Conclusions
Introduction ey ) .
Introduction Recommendations
Background or History Background
Body
Body .
o Conclusions
Conclusions and Recommendations
Recommendations References/Works Cited
Appendixes
Appendixes . "
o Questionnaires
Interviews -

59 []a

P Type here to search

11:46 PM
0





image2.png
@ Preview Palletizati X | W@ (101,037 unread) - X | [§ Welcome|ParkUs X | J Youhavelogged: X | 4 MBSDigitalShelf X  [§ MBSDirectiBusin X ' HomeworkMarket X | + -

< C @ mbsdirectvitalsource.com/#/books/1260398188/cfi/6/60!/4/468/4/2@0:83.4 * 6

Title Page

Table of Contents
List of lllustrations
Executive Summary
Introduction
Background or History
Body

Conclusions and
Recommendations

Appendixes

597 1

P Type here to search

< Writing Formal Repo...

M Go to Writing Formal Reports

Letter or Memo of Transmittal

Complex Tables
Computer Printouts
Related Documents

htp://svww.pewinternet.org

To see examples of the ways in which reports are written and disseminated, visit the Perw Internet & American Life Project at the above website.
‘The project produices reports on the impact of the Intemet on American lives, collecting and analyzing data on real-world developments s they intersect with
the virtual world. Following data collection, the resulfs are written into the reports and posted as pdfs o the website,

Visit the project’s web pages to see examples of the ways in which reports are firat presented and then revritten by the press for their audience and purpose.

Title Page

The title page of a report usually contains four items: the title of the report, the person or organization for whom the report is prepared, the person
or group who prepared the report, and the release date. Some fitle pages also contain a brief summary or absiract of the contents of the report;
some title pages contain decorative artwork.

The title of the report should be as informative as possible. Like subject lines, report ttles are straightforward.

Poor title: New Plant Site
Better ttle Eugene, Oregon, Site for the New Kemco Plant

Large organizations that issue many reports may use two-part fitles fo make it casier to search for reports electronically. For example, U.S.
‘government report tiles first give the agency sponsoring the report, then the title of that particular report.

‘Small Business Administration: Management Practices Have Improved for the Women's Business Center Program
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