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Types of Report




Informal Report

énformaﬂon

Analysis
{Recommendation

Shortdength and particular formality
{ eals with everyday problems and issues

Usually written for readership within an organization



Types of Informal Report

Progress

Financial
Report

Feasibility
Report




Types of Informal Report

¢ SalesActivity : salesperson

¢ sProgressReport: science reporting afunding agency
\\L,‘ ersonnelEvaluation Report: performance assessment

:L,‘/FinanciaIReport: financial statement, financialactivities
¢ seasibility Report: evaluatessolutions of a problem

\; Credit Report: information regarding your way of

handlingdebt



Sample Sales Activity Report

Sales Activity Report

For Month 2013
Salesperson
Territary Date
FORECAST ACTUAL
Gross Sales $100,000 $180,000
Gross Profit 25,000 50,000
% Gross Profit to Gross Sales 25.0% 27.6%
Net Profit 15,000 24,000
% MNet Profit to Gross Sales 15.0% 13.3%
Salary 7,000 7,000
Commissian 3,900 4 000
Expense: Auto 1,000 1,100
Travel 500 600
Entertainment 1,000 1,200
Other 100 200
Total Days Warked 22.00 21.00
Number of Calls Made 100 110
Average Calls Per Day 4.5 5.2
Number of New Accounts 10 12
Number of Accounts Lost 3 4
Mumber of Accounts at Period End 95 a7
Number of Potential Accounts 43 1,500




Sample Personnel Evaluation Report

EMPLOYEE PERFORMANCE REVIEW

Employee Name: Date:
Department: Period of Review:

Reviewer: Reviewers Title:

Performance Evaluation Excellent Good Fair Poor Comments

liob Knawledge

Productivity |

Work Quasity I

[Technical Skills

MWork Consistency

Enthusiasm

ICooperation

Atlitude

nitiative

Work Redations

Creativity

Punctuality

lattendance ‘

Dependability

Communication Skills ‘

Overall Rating

Opportunities for Development




Sample Financial Report

£

Dottt
Neciar
e FEORE C w
Maticmal ReliclMetwork, P Box 125, Greemvillz, Michimn, 48838

Event Specific Financial Report
Asreporiod by The Mational Relicf Wetwork annually to The National Association of Sccondarny School
Principals in Washington, C for the Matienal Committee on Student Contests and Activities

Program Name: National Relicf Network’s — Joining Hands to Defeat Disasters — A
Student Volonteer Dissster Reliof Program

No. of Participants Min. 35
Mational Relief Metwork Program Fee | $499.00
TOTAL REVENUE §17465.00
.Erpi:usus perstodent:
Meals S40.00*
Heverapes S25.00*
Housing Allotment S30.00*
Tool and Building Material Allotment 525.00*
Transporiation S230.00
Team S hirts S20.00
Program Manager 52500
Additional Program St and Adminitration S70.00
Miscellaneous Expenses S534.00
“Total Expenses per student EC
TOTAL EXPENSES PER PROGRAM 517, 465.00

MEN Community Service Division's progmm fee is based on traveling up to 800 miles from the
point of departure for a six day/five night program. The program fee is increased 350 per student
perday foreach additional day. The program fee is increased by 325 per student for cach | to
100 miles traveled over 80 miles from the point of deparure to cover the additional cost of
transportation.

*Based on an average 0ver a one year period.




Sample Feasibility Report

Sample Document / Feasibility Report

Feasibility of Maintaining In-house Training Versus Qutsourcing
Introduction and Background

In the last year. Russell Medical Training (RMT) has grown from 52 to 126 employees.
While this growth indicates the rapid expansion of RMT's market share. it also poses new
challenges for us to face. An area of particular area to both management and human
resources (HR) is the ability to continue to provide ongoing training for our employees.
Currently. we have one trainer on staff, but the demand for training now exceeds what
one trainer can provide. Additionally, RMT expects to increase the number of employees
over the next six months. contingent upon pending contracts with new clients.

Bill Russell. CEO. asked HR to determine the feasibility of increasing the number of
trainers on staff versus contracting with an outside firm to develop and provide training
for us. The purpose of this reportis to determine which of the two options is the best for

Scope

In preliminary research. we profiled eight firms specializing in corporate training. We
eliminated all but three for lack of expertise in medical training and accepted bids from
these remaining firms (See Appendix A for comparative data). Because Bill Russell
requested that we limit our comparison to the feasibility of in-house versus outsourced
training. we chose the most competitive firm of the three. Tech Knowledge Consulting. to
compare with the cost of maintaining our own training staff.

Expanding Our Own Training Staff

This alternative requires hiring at least one additional trainer for the current number of
employees and one trainer for every 50-60 additional employees. Based on conservative
estimates, we should minimally consider hiring at least two additional trainers at the
following costs:

2 additional trainers @ $45.000 annual salary $90.000
Current training director's annual salary $50.000
Benefits/Insurance costs (for 3 trainers) $60.000
Additional training software (one time) $150.000
Support for conferences/certifications (for 3 trainers) $3.000
Total Cost for Three Trainers $293,000
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Sample Literature

Review

Childs Nerv Syst
DOI 10.1007/500381-012-1977-4

CASE REPORT

Supratentorial intraventricular solitary schwannoma. Case

report and literature review

Roberto Jai ich - ifin G. Jai ich -
Naomi Arakaki - Gustavo Seviever

Received: 1 August 2012/ Aceepied: 16 November 2012
€ Springer-Verlig Berlin Heidelberg 2012

Abstract

(hjeciive The objectives of this study were to present a case
of a solitary intraventricular schwannoma with a review of
the literature and to analyse the current theories ofits o
Description A 16-year-old male patient, without any pal
logical, genetic or familial history of significanee. presented
with symptoms of intracranial hypertension and progressive
left brachiocrural paresis. The magnetic resonance image
showed a bulky intraventricular space-occupying lesion
emerging from the posterior hom of the right lateral ventricle,
with an iregular nodular component intimately connected to
the choroid plexus, and a multiloculated cystic component
extending beyond the ventricle.

Surgical approach A right parietal craniotomy was per-
formed, revealing a multiloculated cyst with xantochromic
fluid and a soft brownish red nodule. The lesion was dis-
sected surrounding the periphery and coagulating a vascular
pedicle related to the wall of the right lateral ventricle and its
choroid plexus. Total excision was achieved. The patholog-
ical exam reported an intraventricular schwannoma (WHO
grade 1). The patient evolved favourably, with no recurrence
at 36-month follow-up.

Conciusion The literature describes less than 435 cases of
schwannomas not associated to cranial nerves of the following

¥, ley ingeal and only 12 intra-
ventricular cases. The three theories explaining the origin of
this last group describe: (1) a neoplastic transformation of
peripheral nerve fibres, (2) a neoplastic transformation of
autonamic neural tissue located within the intraventricular
choroid plexus and (3) an abnormal embryogenesis leading
1o a failed migration of the neural crest cells, Complete res:
tion is the therapeutic goal for this benign pathology to avoid
TeCuImence,

Keywords g i tumour - Choroid
plexus

Intraduction

Solitary schwannomas are generally benign tumours that
emerge from the Schwann cells of the peripheral nervous
system or the central nervous system at the vestibular division
of the VIII cranial nerve (transition area of the central myelin
towards the peripheral myelin) [2, 20]. They account for ap-
proximately § % of all the primary intractanial tumours and are
mone found m middle-aged females, 1ally
involving the superior vestibular branch of the acoustic nerve.
They tend to be solitary except when they are associated to
genetic synd (sueh as type 2 is).

R. Jaimovich (=0p+ 8. G. Jaimovieh

Department of Pediatric » FLENI Ny

Institute, Dr. Raul Carrea Neurological Investigation Instine,
2325 Montafieses S1,

Buenos Aires, Aegentina

e-mail: robjai@hotmail.com

N. Arakaki - G. Sevlever

Department of Pathology, FLENI Neurological Institue,
Dr. Radl Carrea Neurological Investigation Institute,
2325 Montafieses St,

Buenos Aires, Argentina

Published online: 29 December 2012

that are not i to cranial nerves
are extremely rare. The locations that have been reported are
i al i ymal (fewer than

Y.

45 cases reported) [11], leptomeningeal (2, 5] and intraven-
tricular. Therefore, the current theories explaining the origin
of these rare locations can only be considered as hypotheses.

This report presents the case of a 16-year-old male with
clinical signs of i I The It
resonance image (MRI) showed a mixed solid-cystic lesion
connected to the choroid plexus of the lateral ventricle that

€0 Springer
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ample C

redit Report

EQUIFAX  umimm
Equifax Credit Report ™ for_

Asof 041902011

Avaitable undt 05/ 1/2011 Repon Doos Not Update
Confirmaven ». [N

A Important. Please print this roport as it will only be available for you to viow during this
sossion with Equifax. If you would like to view this crodit repart online free for 30 days, click
here.

Section Tike Section Description

1. Crogi Summary Summary of account acawty

2. Account Informaysen Dowied account informaton

3. Inquiries Companes Nal have (QuEsIRE O wnwed your credit
A0rMavon

4. Negatwe Informason Bankrupicios. 1ons, garnishments and other ucgments

5. Parsony Informason Personal Ga%. A0 0S50S, OMEIoYMOnt Nisiony

6. Disgusto Fay Infoerasen How 10 GiSpute InS0Mmaton found on Tus credt report

7. Summary of Your Rghts Undae the Summary of Your Roghts Uncier 1 FCRA

FCRA

8. Remadying e Effects of tdensty Treft  Remedying the Etfects of Idensty Theft

9. Your Rghss Unger St Lirw Your Raghts Under State Law

Credit Summary

Your Equifax Credn $ y haghights the ink N your creds file that is most impostant in
g your credi 5 by Ostling key credit inf nto one ¥ d Y
Accounts

Lenders usually take a positn'e vsew of mdvduals with a range of credit accounts - ¢ar loan, credd
cards. mongage. o1c. - that have a record of timely payments. However. 2 high dedt 10 credit ratio on
certain types of Rang (Creca card) and loans will typecally have a negative
mpact

Dadt to Monthly  Accounts

Open Total Crodit Crodn Payment with 3
Accounts Number Balanco  Available Lime Ratie  Amount Balance
weze 0 IR o EEEE - EEEE NN
Insaatment 0 $0 NA NIA NA $0 o
Reieng [l BN - I .
Omer 0 $0 NA NA NA $0 0
s :
Debt by Account Type Debt to Credit Ratio by Account
Type
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Sample Progress Review
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