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How	to	write	a	non-chronological	report

By	definition,	a	comprehensive	report	is	intended	to	explore	a	topic	or	an	idea	in	great	detail.	In	business,	comprehensive	reports	are	often	used	to	evaluate	and	discuss	a	company's	financial	situation.	Comprehensive	reports	may	be	used	for	other	purposes	as	well,	such	as	summarizing	a	new	business	trend	or	describing	a	new	target	market.
Learning	exactly	how	to	write	a	comprehensive	report	can	be	a	useful	business	skill	for	employees	at	any	level.	Before	you	start	writing	your	comprehensive	report,	gather	all	the	relevant	information,	data,	charts,	tables	and	documents	you'll	need	to	reference	as	you	write.	You	should	create	an	outline,	a	writing	tool	that	can	help	you	organize	your
thoughts	into	a	structured	format.	An	outline	typically	consists	of	short	sentences	or	phrases	that	can	serve	as	starting	points	for	the	various	sections	of	your	report.	Though	these	sections	will	vary	depending	on	the	type	of	report	you're	writing,	they	may	include	an	executive	summary,	an	introduction,	a	table	of	contents,	several	main	body
paragraphs,	a	conclusion,	an	appendix	and	a	references	section.	Using	your	outline	to	guide	you,	begin	by	writing	a	first	draft	of	the	comprehensive	report.	Begin	with	the	introduction,	which	will	tell	readers	what	they	are	about	to	read	and	explain	the	main	points	that	will	be	made	in	the	report.	After	the	introduction,	add	several	paragraphs,	or
specific	sections	that	address	the	key	points	of	your	report.	At	the	end	of	the	report,	write	a	conclusion	that	summarizes	the	report.	The	conclusion	should	consolidate	all	the	main	points	you	made	in	the	report.	It	may	include	your	recommendations	or	opinions	on	the	topic	at	hand.	Once	you	have	written	your	report,	it's	helpful	to	write	the	executive
summary.	This	consists	of	several	paragraphs	that	summarize	the	entire	report.	The	executive	summary	should	give	the	reader	a	condensed	preview	of	the	comprehensive	report	so	they	can	pick	out	the	highlights.	This	section	of	the	paper	is	often	useful	for	busy	executives	who	want	to	preview	the	report	to	get	an	understanding	of	what	it’s	about.
One	short	sample	of	an	executive	summary	might	be:	Digital	Shirts,	Inc.	offers	high-end	bespoke	shirts	fitted	with	a	proprietary	algorithm.	Our	stores	are	situated	in	some	of	the	finest	malls	in	the	country,	almost	exclusively	in	higher-income	neighborhoods.	Our	sales	teams	are	well	trained	to	create	an	artisan	shirt-buying	experience	for	every
customer.	This	report	has	been	commissioned	to	describe	the	details	of	a	proposed	new	wing	of	the	company.	Drawing	on	figures	from	the	past	five	years,	the	report	shows	that	income	has	become	stagnant,	while	other	high-end	retailers	are	seeing	record	increases.	After	extensive	research,	the	investigative	department	has	determined	that	every
company	with	a	reported	rise	in	income	also	had	an	increase	in	digital	content	connecting	them	with	their	customers.	R&D	has	determined	that	a	digital	fitting	app,	designed	to	give	every	shirt	a	perfect	fit	without	extensive	personal	fitting	visits,	would	create	a	substantial	increase	in	income.	This	report	further	details	how	the	app	would	be	used,	the
amount	of	hands-on	research	that	has	been	done,	and	the	projected	results	of	adopting	this	technology.	It	is	recommended	that	all	stores	begin	to	incorporate	the	new	digital	fitting	technology	and	that	training	and	marketing	materials	should	be	created	in	time	to	take	advantage	of	the	coming	holiday	season.	List	the	source	of	any	charts,	tables	or
graphics	you	used	in	the	report	in	the	appendix	and	add	your	research	sources	to	the	references	page.	These	supporting	documents	will	add	weight	to	your	arguments.	After	your	first	draft	is	complete,	go	back	through	the	comprehensive	report	to	make	changes	and	additions	as	you	see	fit.	You	may	end	up	with	several	drafts	by	the	end	of	the	writing
process.	Throughout	the	writing	process,	keep	your	target	audience	in	mind.	The	type	of	language	you	use	will	vary	depending	on	who	will	be	reading	the	comprehensive	report.	For	instance,	if	you	are	writing	for	an	expert	in	the	field,	you	may	include	complex,	industry-specific	terms.	But	if	you	are	writing	for	a	layperson,	avoid	using	jargon	and
confusing	acronyms.	In	some	instances,	it	may	make	sense	to	write	a	different	comprehensive	report	for	each	group	of	stakeholders.	Once	you	have	completed	the	writing	process,	it's	important	to	proofread	your	work	several	times,	making	any	corrections	as	necessary.	Before	you	send	the	comprehensive	report	to	its	intended	audience,	consider
asking	a	member	of	your	company's	communications	department	to	proofread	and	edit	the	document.	This	step	is	crucial	if	the	comprehensive	report	will	be	read	by	members	of	the	public	in	the	future.	Accuracy,	proper	grammar	and	spelling	are	key,	especially	if	the	report	will	be	read	by	upper-level	managers	at	your	company.	While	your	work
won't	be	read	by	every	member	of	the	company's	corporate	office,	a	great	comprehensive	report	can	only	make	you	look	better	when	promotion	time	comes	around.	A	risk	analysis	report	is	created	for	presentation	to	either	a	supervisor	or	board	regarding	proposed	business	ventures.	Risk	reports	are	an	employee's	best	means	of	persuading	her
superiors	to	consider	a	proposed	idea	due	to	its	overall	benefit	for	the	company.	When	writing	a	risk	analysis	report,	it	is	vital	to	be	clear,	concise	and	complete	to	both	inform	and	persuade	those	reviewing	your	findings.	Discuss	all	of	the	possible	outcomes	from	the	project.	Include	both	positive	and	negative	outcomes.	Remember	that	for	every
decision	there	are	always	legal,	business,	and	financial	outcomes.	Project	what	the	overall	project	will	look	like	over	the	next	five	years.	Visualize	when	certain	tasks	or	markers	will	occur.	Try	to	come	up	with	tangible	markers	that	superiors	can	anticipate	as	the	project	moves	forward.	Outline	an	order	for	the	report.	Consider,	for	example,	writing	the
report	in	an	order	such	as	overview,	start-up	costs,	projected	time	frame,	benefits,	risks,	final	conclusions	and	projections.	Draft	the	report,	being	as	complete	as	possible.	List	specifics	whenever	possible,	citing	dollar	amounts,	time	spent	and	resources	required.	Avoid	overselling	the	project.	Honesty	and	a	straightforward	analysis	are	much	more
appropriate	when	asking	a	company	to	take	substantial	risks	with	its	assets.	Ask	at	least	three	co-workers	to	review	the	report	and	bring	up	any	holes	in	your	logic.	Make	note	of	these	problems	and	correct	them	before	the	deadline	for	the	presentation.	Accounting	is	not	an	easy	field	for	some	people	to	master;	however,	the	mark	of	a	good	accountant
is	the	ability	to	write	a	good	report	with	clear	and	easy	recommendations.	The	best	way	to	do	this	is	with	a	report	which	shows	trends	in	spending	by	comparing	the	budget	forecast	to	actual	spending.	This	can	be	done	at	the	end	of	each	month	(month	to	month	comparison),	quarterly,	or	annually.	Determine	the	audience	for	the	report.	If	the	report	is
for	one	person	it	can	contain	more	information	than	a	report	for	a	group	or	department.	Know	how	much	information	your	audience	knows	about	the	data	being	presented.	Decide	on	a	time	frame	for	your	report.	You	can	highlight	the	current	month,	discuss	the	entire	year,	or	even	the	past	five	years	in	your	report.	The	purpose	and	time	period	for	the
report	should	be	clearly	stated	in	a	quick	executive	summary.	Obtain	a	list	of	all	accounts	as	well	as	the	spending	that	goes	along	with	these	accounts	for	the	time	period	the	report	is	covering.	The	current	spending	reports	are	referred	to	as	"Actual	Spending."	Compare	"Actual	Spending"	with	"Budgeted	Spending."	Start	with	the	accounts	that	have
the	largest	discrepancy	between	actual	spending	and	budgeted	spending.	The	discrepancy	can	either	be	over	budget	or	under	budget.	Create	one	section	of	the	report	to	discuss	the	over	budgeted	items	and	another	to	discuss	the	under	budgeted	items.	Create	a	section	called	"Recommendations."	Based	on	the	information	discussed	in	the
comparisons	of	actual	spending	to	budgeted	spending,	create	at	least	three	recommendations	for	your	client	or	employer.	Reports	are	the	most	common	method	of	dispersing	information	in	the	business	world.	Factual	reports	analyze	and	describe	a	situation	and	include	a	large	amount	of	accurate	data.	Successful	report	writers	know	that	writing	the
report	is	only	the	end	of	the	process.	They	plan	their	report,	they	consider	its	purpose	and	who	is	going	to	read	it	and	they	decide	what	to	put	in	it	and	how	to	effectively	organize	it.	An	effectively	written	and	well-presented	factual	report	is	the	result	of	a	carefully	planned	process.	Consider	what	the	reader	already	knows.	Common	problems	in	factual
reports	are	overestimating	and	underestimating	a	reader's	knowledge.	It	is	easy	to	overwhelm	people	with	jargon	or	bore	them	with	simplistic	information.	Try	to	find	out	how	much	your	reader	already	knows	and	communicate	at	the	appropriate	level	of	knowledge.	Think	about	the	reader's	stance.	The	reader	may	have	special	interests,	likes	or
dislikes.	Understand	what	your	reader	really	wants.	Deliver	a	report	that	will	appeal	to	their	attitudes	or	it	may	not	get	read.	Reflect	on	whether	the	person	reading	the	report	will	be	doing	so	based	on	preconceived	ideas	about	the	contents.	Decide	what	factual	knowledge	the	reader	needs.	Consider	the	extent	to	which	you	need	to	give	background
information	or	define	technical	terms.	Look	at	what	facts	the	reader	wants	to	learn.	Think	about	how	the	factual	data	you	are	presenting	will	deliver	this.	Sometimes	the	process	may	show	that	a	report	is	not	necessary	at	all	or	that	the	objective	can	best	be	met	in	another	way.	Select	your	material	carefully.	Keep	it	simple	and	justify	your	conclusions.
Simplify	as	much	as	possible.	Discard	extraneous	material	and	focus	on	the	essential.	Justify	your	conclusions	with	facts	and	state	where	you	found	them.	Build	the	facts	into	a	logical	and	consistent	case,	so	that	your	reader	can	arrive	at	the	same	conclusions.	Plan	the	structure	of	the	report.	The	facts	should	be	a	set	of	directions	that	take	the	reader
to	your	conclusion.	Start	by	dividing	your	report	into	major	sections.	Every	subject	can	be	subdivided	in	this	way.	These	subdivisions	might	become	the	headings	in	your	report.	Make	a	list	under	each	heading	of	all	the	points	you	want	to	bring	up	and	note	the	information	you'll	need	to	support	them.	Arrange	the	points	in	a	logical	sequence	that	meets
your	objectives.	Apply	an	appropriate	style.	Although	reports	follow	strict	conventions,	there	is	room	for	personal	style.	Effective	reports	utilize	a	drafting	and	redrafting	process.	Choose	terminology	familiar	to	your	reader.	Technical	terms	are	useful	for	fellow	specialists	but	will	be	confusing	for	others.	Utilize	appropriate	presentation	techniques.
Reports	contain	tables,	graphs,	bar	charts	or	other	diagrams	to	present	data.	Prepare	a	title	page.	This	normally	contains	the	title,	subtitles,	date,	author's	name	and	position	in	the	company.	It	will	also	indicate	who	is	receiving	the	factual	report.	It	may	also	carry	a	reference	number	or	other	form	of	classification.	Write	a	summary.	This	is	especially
necessary	if	the	report	is	long.	It	gives	busy	people	the	gist	of	the	report	without	their	having	to	read	it	all.	An	attractive	summary	can	motivate	people	to	read	the	whole	report.	Include	a	contents	page.	This	is	a	separate	page	that	lists	the	major	sections	or	chapters,	subsections	and	appendices.	It	also	gives	page	numbers	and	should	indicate	the
relationship	between	sections.	Use	an	introduction	to	explain	the	purpose	of	the	factual	report.	This	gives	background	information	and	explains	why	it	is	necessary.	The	introduction	states	the	objective	of	the	report,	the	people	it	has	been	written	for	and	its	scope.	Organize	the	body	of	the	report.	This	contains	your	detailed	facts	and	findings,	shows
how	they	were	arrived	at	and	indicates	the	inferences	you	have	made.	Deliver	your	conclusions.	Summarize	the	major	factual	points	of	your	report	and	offer	a	considered	verdict	on	them.	Tips	Try	to	obtain	copies	of	other	reports	written	for	the	intended	audience.	This	will	give	you	a	clear	idea	of	what	is	expected	of	you.	
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