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EXECUTIVE SUMMARY

Writing reports for business is a little different than preparing essays.  There are similarities however.  This report will outline some of the elements of an effective business report.  Keep in mind there are different ways to present your information.  It’s best to listen to your teacher and read the handouts given to you in class.  The first element is the use of headings.  In this report you’ll see underlined side headings.  In longer reports you might also see centered headings.  These are done to break up the monotony of a lengthy document and allow the reader to go directly to subjects of their interest.  This executive summary should include the key points and conclusions of your entire report.  Assume a busy executive only has time to read this section.  Let’s get started.

Spacing and Margins


You will notice this report is double-spaced.  This is easier on the eyes and allows the teacher to put comments between lines.  You can use single-spacing for lists or longer quotes.  


Character spacing is important too.  Put two spaces after the end of any sentence.  This ensures the paragraph won’t look like one long sentence.  Everything else is usually one space, such as commas and the period after a name.  For example:  Mr. Samsa.  

Two spaces follow a colon, unless you mention the time of day when there are no spaces.  


Don’t press enter at the end of any line unless it’s to end a paragraph.  Let the computer fit the words to a line.  This is called “word wrap.”  Don’t leave a heading at the bottom of a page.  Finally, try to maintain a one-inch (2.4 cm) margin around each page.

Page Numbering, Headers and Footers


Page numbers are necessary in any report longer than a couple of pages.  They can be included in a header or footer.  Headers are information appearing on the top of every page in the report.  Footers appear at the bottom.  It’s a good idea to put your name and the report title in one of these.  Start the page numbers on the page after the title page.  

In Word, click on View, Header and Footer and format the information you need.  Notice the header in this report and the page number at the bottom.  Make sure to click on the page setup icon and select different first page.  This allows you to start the header in the body and not on the title page.  Also, format the page number to start at 0.  This way the title page won’t count.  

References


Most of your reports will involve research.  Using information from any source means you have to give credit to the source.


The method we will use is known as MLA or Modern Language Association.  When using information obtained from a source, you will place a short reference in brackets afterwards, which corresponds to the complete information in a page at the end, known as Works Cited (Honolulu).  The Honolulu web page gives examples of virtually every type of source and how it should be written in the Works Cited page.  The Works Cited page may also be called Bibliography or References.  There are more sites to help you on my web page (Samsa).  If it’s a book you’re citing you should include the page in the brackets.  For example:  (Crane, p. 34).   The APA style is similar but would include the date in the brackets.  Footnotes are no longer popular, but still used in some schools.

All facts and figures should be referenced.  Finally, a paraphrase is where you use your own words but the ideas of another.  All of these should include the short reference in brackets, referring to the complete information in the Works Cited page. 
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Graphics are a terrific way to add emphasis to your report.  They include charts, pictures, clip art and more.  If you are using data obtained from elsewhere, make sure to place a small reference to its source, usually underneath it. 

Plagiarism


Using someone else’s work and calling it your own is called plagiarism and is not allowed.  This includes changing a few words.  You must write the report yourself, in your own words.  You are, after all, claiming the report to be your own!


It’s tempting to use Internet sites to obtain ready-made reports or essays. Beware, your teacher is quite able to distinguish your writing abilities from others.  We even have software that tells us what portion of a report is plagiarized!

The penalties for plagiarism are usually quite harsh.  The first time may be met with a zero on the report.  Subsequent attempts at plagiarism will be met with more severe penalties, such as suspension.  If you’re not sure, ask!

Wrapping Up


Separate the report into sections.  If longer than a few pages, use the Table of Contents feature.  Use the standard Intro-Body-Conclusion format unless told otherwise.  For senior classes I prefer to see an Executive Summary at the beginning of the report.  This is a summary of your key findings.  It’s getting you ready for the real world, where the boss may not have time to read the whole report.


Use a variety of sources, to give your report credibility.  Don’t be wordy, say what you mean in a clear and concise manner.  Keep to the length specified by your teacher.  Use spell checks, thesaurus and grammar check but don’t over rely on these features.  There are pitfalls in all of them.  Have a friend read your report before you submit it.  It’s often difficult to see your own mistakes.

Conclusion


The ability to communicate is very important.  You are judged by what you say and what you write.  Above all, do your best and learn from your mistakes.  And don’t be afraid to ask for help, before and after you hand in the big report!
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