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4.8.6: Organization of Formal Reports

Determine how to organize an formal report based on audience analysis

Formal reports may be informational or analytical. The logic and general structure is the same as with informal reports discussed
earlier in this chapter. What changes is the depth of each part of the formal report.

Informational Reports
Informational formal reports typically follow the same broad structure introduced with the informal report: introduction or
background, support or reasons, and summary. However, in formal reports each of these primary sections likely have their own
subsections (as discussed in the previous pages).

Remember, despite the length of a formal report, its purpose is to present a synthesis of main ideas from the research, not simply to
compile large quantities of data. If more detailed data is needed, it can be included in the back matter.

Analytical Reports
Analytical formal reports typically follow the same broad structure introduced with the informal report: introduction or
background, support or reasons, recommendations, and conclusion or summary. However, in formal reports each of these primary
sections likely have their own subsections (as discussed in the previous pages).

The order of the sections in analytical reports varies by likely reaction of the reader. Remember, if your audience is expected to
react neutrally or positively to your message, then your conclusion or recommendation should be offered near the beginning of the
report. If the audience is expected to react negatively to your message, then the conclusion or recommendation is offered towards
the end of the report.

A link to an interactive elements can be found at the bottom of this page.

Contributors and Attributions
CC licensed content, Original

Organization of Formal Reports. Authored by: Susan Kendall. Provided by: Lumen Learning. License: CC BY: Attribution
Practice: Organizing Business Reports. Authored by: Robert Danielson. Provided by: Lumen Learning. Located at:
https://lumenlearning.h5p.com/content/1290980042384084498. License: CC BY: Attribution

4.8.6: Organization of Formal Reports is shared under a not declared license and was authored, remixed, and/or curated by LibreTexts.

6.6: Organization of Formal Reports by Nina Burokas is licensed CC BY 4.0. Original source: https://courses.lumenlearning.com/wm-
businesscommunicationmgrs.

 Learning Objectives

https://libretexts.org/
https://biz.libretexts.org/@go/page/62047?pdf
https://biz.libretexts.org/Courses/Folsom_Lake_College/BUS_310%3A_Business_Communications_(Buch)/04%3A_Research_Business_Reports_and_Business_Presentations/4.08%3A_Reports/4.8.06%3A_Organization_of_Formal_Reports
https://lumenlearning.h5p.com/content/1290980042384084498
https://biz.libretexts.org/Courses/Folsom_Lake_College/BUS_310%3A_Business_Communications_(Buch)/04%3A_Research_Business_Reports_and_Business_Presentations/4.08%3A_Reports/4.8.06%3A_Organization_of_Formal_Reports
https://biz.libretexts.org/Courses/Folsom_Lake_College/BUS_310%3A_Business_Communications_(Buch)/04%3A_Research_Business_Reports_and_Business_Presentations/4.08%3A_Reports/4.8.06%3A_Organization_of_Formal_Reports?no-cache
https://biz.libretexts.org/@go/page/46180
https://creativecommons.org/licenses/by/4.0/
https://courses.lumenlearning.com/wm-businesscommunicationmgrs

