
Analytical Report Template: Data-Driven
Structure
1. Executive Summary
This section offers a concise overview of the purpose, findings, and recommendations derived from the
analysis. Include key metrics or insights that summarize the report.

2. Introduction
State the background, objectives, and scope of the report. Define the problem or question the analysis
addresses.

3. Methodology
Describe data sources, analytical methods, and key assumptions. Outline the process used for data collection
and analysis.

Data sources (e.g., internal systems, public databases)
Analytical tools/methods (e.g., statistical analysis, data visualization)
Assumptions and limitations

4. Data Analysis & Findings
Present results using charts, tables, and summaries. Highlight trends, comparisons, and key metrics.

Metric Q1 Q2 Q3 Q4

Revenue ($K) 150 170 160 180

Growth (%) 8 13 -6 12

Customer Churn 5% 4.7% 6.1% 5.2%

5. Interpretation
Analyze what the findings indicate in relation to the objectives. Discuss root causes, implications, and any
anomalies in the data.

6. Recommendations
Propose actionable steps or strategic changes based on the analysis. Prioritize recommendations by impact
and feasibility.

7. Conclusion
Summarize the main points and restate the value of the insights obtained from the analysis.

8. Appendices (if needed)
Provide any supporting data, detailed calculations, or supplementary charts referenced in the report.

Important Notes on Data-Driven Analytical Reports:

Ensure data accuracy and credibility of sources.
Maintain a logical structure to enhance readability.
Focus on actionable insights, not just data presentation.
Clearly state any assumptions or limitations.



Use visuals (charts, tables) to support key points.
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