Top Document Formats for Business Reports

1. Executive Summary Report

Description

Provides a concise overview of the key points from a longer business report or proposal, designed for
decision-makers with limited time.

Key Elements

e Objective and scope
e Main findings
e Conclusions

e Recommended actions

2. Analytical Report

Description

Focuses on analyzing a specific business issue or situation, often using data and trends to support
recommendations.

Key Elements

* Problem statement
e Data analysis
¢ |Interpretation of results

e Actionable recommendations

3. Progress Report

Description

Updates stakeholders on the current status of ongoing projects or initiatives, highlighting milestones and next
steps.

Key Elements

e Project background
e Summary of recent activities
e Current status

e Challenges and next steps

4. Informational Report

Description

Presents data, facts, or findings without analysis or personal opinions, for reference or record-keeping
purposes.

Key Elements

e Objective of the report

¢ Presentation of facts/data

e Supporting charts or tables
¢ References and appendices



Important Notes About Business Report Formats

e Choose the report format based on your audience and purpose.
e Use clear, concise language and consistent structure.
¢ Include visuals (charts, tables) only if they add value.

¢ Proofread for accuracy and professionalism before sharing.
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