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Previous Lecture

ÅDiscussions

ÅFindings

ÅConclusions

ÅRecommendations

ÅAppendices
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Types of Report
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Formal Informal



Informal Report

Ç Information

Ç Analysis

Ç Recommendation

Ç Short-length and particular formality

Ç Deals with everyday problems and issues

Ç Usually written for readership within an organization
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Types of Informal Report
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Progress 
Report

Sales 
Activity

Personnel 
Evaluation

Financial 
Report

Feasibility 
Report

Literature 
Review

Credit 
Report



Types of Informal Report

Ç SalesActivity : salesperson

Ç ProgressReport: science,reporting a funding agency

Ç PersonnelEvaluationReport: performanceassessment

Ç FinancialReport: financialstatement, financialactivities

Ç FeasibilityReport: evaluatessolutionsof a problem

Ç Credit Report: information regarding your way of

handlingdebt
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Sample Sales Activity Report

7



Sample Personnel Evaluation Report

8



Sample Financial Report
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Sample Feasibility Report
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Sample Literature Review
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Sample Credit Report
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Sample Progress Review
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