
Lecture 05 
Types of Report 
A report is generally divided into two major categories: Informal Report and Formal Report 

4.1 Informal Report 
A report which is short in length and used to deliver information within an organization is known as 

Informal Report. It deals with the analysis of everyday problems and issues along with some suggestions 

and recommendations. There are many types of informal report. Some of these are discussed below: 

4.1.1 Sales Activity Report  

This type of report exists as a template used by a salesperson to keep a record of all the sales activity of 

an organization. It also acts as a picture of all the progress made by an organization for the manager. An 

example is shown in Figure 1. 

 

Figure 1 Sales Activity Report 

4.1.2 Progress Report  
A progress report is generally used to present the status of an ongoing project and the attained progress. 

This category is used in different forms of scientific projects and is generally drafted for providing all the 

details to a funding agency supporting the project. An example of such a report is also shown in Figure 2. 



 

Figure 2 Progress Report 

4.1.3 Personnel Evaluation Report  

The type of report which is used to assess and present the performance of an individual working in an 

organization is known as Personnel Evaluation Report. An example of a personnel evaluation report, 

shown in Figure 3, is an Annual Report, which shared with an employee to fill in his/her personal details 

and to be verified by his/her direct supervisor. 

4.1.4 Financial Report 
Type of report which is used to provide a detailed description of all the financial activities of some person, 

business, market or an organization in the form of a statement is known as Financial Report. Examples of 

such details may be found in Figure 4. 

 



 

Figure 3 Personnel Evaluation Report. 

4.1.5 Feasibility Report 

Such types of report are used to provide a description of the assessment carried out to evaluate the 

recommended solutions and recommendations with respect to a problem or analyzed subject matter. The 

example shown in Figure 5 covers basics of a feasibility report, which include the necessary background 

for the assessment, scope of what the proposal covers and some financial details. 



 

 

Figure 4 Financial Report 



 

Figure 5 A feasibility report 

4.1.6 Review Report  

Review Reports are used to present a review on the studied literature or subject matter. Such reports are 

used with an intent to make a detailed content more specific for the readers of your draft so that they 

may not have to scan the details of a text. Generally, the audience for this is high-tech but may be modified 

to be read by the low-tech audience, if necessary.  



 

4.1.7 Credit Report  

Credit reports are usually prepared by a Credit Bureau to provide details of an individual’s or an 

organization’s credit history. Such reports help in maintaining a written record of all the transfers of 

money in the form of loans or mortgage. 

 

Figure 6 A Credit Report 



 

Figure 7 An Information Report 

 

4.2 Formal Report 
The second major type of a report which is long, detailed and complex is called a formal report. These are 

separately classified as these reports cover a written account of a major project and provide a review or 

results of a study based on the data collected and its interpretation. A formal report is generally divided 



into three major categories: Informational Report, Analytical Report, Recommendation Report. These are 

discussed separately below. 

 

4.2.1 Information Report  

As the name implies, these reports focus on the provision of specific information. In such reports, specific 

information refers to the status or updates regarding an ongoing project. If some mechanism is being 

applied to carry out a survey or an experiment, an information report is used to provide details about the 



extent to which this mechanism is getting successful in achieving the set goals and objectives. In other 

words, the focus of this report remains on the provision of results in general or the outcomes. An example 

could be a report on the payment of electricity bills by consumers. The example shown in Figure 7 provides 

details regarding the analysis of an interview of an existing employee. 

 

Figure 8 A recommendation report 

4.2.2 Analytical Report  

The type of report which is used to provide a detailed analysis of the results and outcomes to draw a 

conclusion is known as Analytical Report. This type is used to focus on the interpretation of the incident, 

event or subject matter being investigated (analysis of what happened). An example could be of a report 



analyzing the results of a report on traffic accidents, so that the outcome could be achieved in the form 

of suggestions. 

4.2.3 Recommendation Report  

These reports are used to advocate a particular course of action based on the study of suggestions and 

recommendations. Such a report should include discussion on results either supporting or negating a 

proposed suggestion. The example shown in Figure 8 analyzes why a certain medicine may be replaced 

with another and discusses required details to support the particular recommendation. 

 

Figure 9 Review Report 



4.3 Some Additional Forms of Report 

4.3.1 Narrative Report  

A narrative report is a report which has information in a logical sequence of events, usually in a 

chronology. Case Studies can be considered as an example of these reports. 

4.3.2 Non-chronological Report 
A report which provides a discussion of various aspects of a subject matter irrespective of the order in 

which the information is being provided. 

4.3.3 Specialized Report  

To accommodate the need for a report to provide a summary of all the other reports related to a single 

subject matter, specialized reports are made. This is different from a review report; a review report will 

discuss a particular subject matter whereas a specialized report may consider reports related to allied 

subject matter, as well. The example in Figure 9 is one such report intended for high-tech readers. 

4.3.4 Accident Report  

A report which provides all the documentation and investigation regarding an accident. 

 

 


