Lecture 05

Types of Report

A report is generally divided into two major categories: Informal Report and Formal Report

4.1 Informal Report

A report which is short in length and used to deliver information within an organization is known as
Informal Report. It deals with the analysis of everyday problems and issues along with some suggestions
and recommendations. There are many types of informal report. Some of these are discussed below:

4.1.1 Sales Activity Report

This type of report exists as a template used by a salesperson to keep a record of all the sales activity of
an organization. It also acts as a picture of all the progress made by an organization for the manager. An
example is shown in Figure 1.

For Month 2013
Salesperson
Termitaory Date
FORECAST ACTUAL
Gross Sales £100,000 £180,000
(Gross Profit 25000 50,000
% Gross Profit to Gross Sakes 25.0% 27.8%
Het Praofit 15,000 24,000
% Wet Profit to Gross Sales 15.0% 13.3%
Salary 7,000 7,000
Cammission 3500 4,000
Expense: Ao 1,000 1,100
Trawel 500 600
Entertainment 1,000 1,200
Other 100 500
Total Days Waorked 22.00 21.00
Number of Calls Made 100 110
Average Calls Per Day 4.5 5.2
Mumber af Mew Acoounts 10 12
Number of Accounts Lost 3 4
Mumber of Accounts at Penod End a6 a7
MWumber of Potential Accounts 43 1,500

Figure 1 Sales Activity Report

4.1.2 Progress Report

A progress report is generally used to present the status of an ongoing project and the attained progress.
This category is used in different forms of scientific projects and is generally drafted for providing all the
details to a funding agency supporting the project. An example of such a report is also shown in Figure 2.



JISC

Progress Report Template -
Textin Ralics is explanatory and shoukd be deleted in completed documents.

Project Name Enhancing Teaching and Leamning with Digital
Artefacts (RePRODUCE)

Project Website v hol ac ukidiad/

Report compiled by Kevin Burden

Reporting period Feb-Aug 08

Section One: Summary

Please provide a short overview (1.2 paragraphs) of project progress during this reporting penod,
which could be disseminated to programme stakeholders.

To dae the progect has achieved all of its targets for this reporting period. These include the
estabishment and meeting of the steering group, the successful validation of a new academic module
within the Uniersity, the identification of sutable resources (artefacts) and ois to use in the module,
the desgn of kearning objects and the learning environment tsel. The steenng group was wel
attended by members from across the academic community, including the BBC and HEA. The module
s curenty recruiting far semester | which starts in late Sepiember 2009

Section Two: Activities and Progress

Figure 2 Progress Report

4.1.3 Personnel Evaluation Report

The type of report which is used to assess and present the performance of an individual working in an
organization is known as Personnel Evaluation Report. An example of a personnel evaluation report,
shown in Figure 3, is an Annual Report, which shared with an employee to fill in his/her personal details
and to be verified by his/her direct supervisor.

4.1.4 Financial Report

Type of report which is used to provide a detailed description of all the financial activities of some person,
business, market or an organization in the form of a statement is known as Financial Report. Examples of
such details may be found in Figure 4.



EMPLOYEE PERFORMANCE REVIEW

Employee Name: Date:

Department: Period of Review:

Reviewer: Reviewers Title:

Performance Evaluation Excellent Good Fair Poor Comments

iob Knowdedge 1 |

Productivity ‘

\Work Quality ‘

Technical Skills

\Wark Congistency ’

Enthusiasm

Cooperation

PAdlitude

Jnitiative

Work Redations

Crealivity

Punctuality

attendance

Dependability

Communication Skills

Overall Rating

Opportunities for Development

Figure 3 Personnel Evaluation Report.

4.1.5 Feasibility Report

Such types of report are used to provide a description of the assessment carried out to evaluate the
recommended solutions and recommendations with respect to a problem or analyzed subject matter. The
example shown in Figure 5 covers basics of a feasibility report, which include the necessary background
for the assessment, scope of what the proposal covers and some financial details.



Matiemal Relicl Metwark, PO. Bax 125, Greemvilke, Michign, 48838

Event Specific Financial Report
Asreporied by The Mational Relief Network annually to The MNational Association of Sccondany School
Principals in Washingten, DC for the National Committee on Student Conteas and Activities

Program Mame: Mational Relief Network's — Joining Hands to Defeat Disasters — A
Student Volooteer Disaster Reliel Program

Mo. of Participants Min. 35
Matiomal Relief Metwork Program Fee | 549900
TOTAL REVENUE 51746500
Expenses perstudent:
Meals S40.00*
Beverases S15.00+
Housing Allotment 3000+
Tool and Buildine Material Allotment 521500+
Transpartation 5230.00
Team Shirts £20.00
Program Manaser £25.00
Aclelitiomal Program &1 and Adminisration 70,00
Miscellaneous Expenses £34.00
Total Expcm::-s per student £499.00
TOTAL EXPENSES PER PROCGERAM 3114155_,1]1]

MEMN Community Service Division's progmm fee is hased on traveling up to 800 miles from the
point of departure for a six day/five night program. The pmgram fee is increased 350 per student
perday for each additional day. The pmgmm fee is increased by 325 per student for each | to
100 miles traveled over 800 miles from the point of departure to cover the additional cost of
transpaortation.

¥Hased on an average over a one year period.

Figure 4 Financial 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
RMT.

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

Figure 5 A feasibility report

4.1.6 Review Report

Review Reports are used to present a review on the studied literature or subject matter. Such reports are
used with an intent to make a detailed content more specific for the readers of your draft so that they
may not have to scan the details of a text. Generally, the audience for this is high-tech but may be modified
to be read by the low-tech audience, if necessary.



4.1.7 Credit Report

Credit reports are usually prepared by a Credit Bureau to provide details of an individual’s or an
organization’s credit history. Such reports help in maintaining a written record of all the transfers of

money in the form of loans or mortgage.
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Figure 6 A Credit Report



Quentin Ridley
Gall Pack

BUS 105
11/25/2013

Informational Interview Repon

On Friday November 15™, 2013; I interviewed lan Aitken. the Coordinator ofResidence
Life (CRL)for Weil/Winfield dormitory. I see lan as a leader because his position holds a lot of
responsibility.He is accountable for the Residence Assistants (RA) and making sure they are

doing their job. He also deals with events that happen in and outof the dorm,

| asked lan what ways or style does he use to lead others. He said he leads by example, he
doesn't ask his staff anything he isn't willing to do himself. He leans towards the lassez-faire
attitude when he is giving his staff certain goals to accomplish in the workplace. At the same
time he gives them the freedom and independence to accomplish these goals any way they would
like. He isn't going to be monitoring every aspect of the job that needs to be done. Some skills
lan believes o leader must possess to become successful is certain soft skills like communication,
listening and having interpersonal skills. Communicating with your staff is key for success in the
workplace. He also mentioned communicating with ease with others will provide a comfornable
working environment and give the opportunity for co-workers 1o be themselves. Along with
communication comes organization, Looking organized as a group will give off a vibe of
accomplishment and an adequate resource. Listening skills are essential for a great leader
because a good listener can solve problems easier and pay attention 1o detail of something that
may happen. Interpersonal skills are important because building a relationship with all your co-
workers will make your job more enjoyable mnd people will be more honest with a good
L T
A 9 P99 9999 9999 G999 9999 9999 9999 999 9999 9999 9999 9999

9999999999 9999 999999999999999999999999. ...+

Figure 7 An Information Report

4.2 Formal Report

The second major type of a report which is long, detailed and complex is called a formal report. These are
separately classified as these reports cover a written account of a major project and provide a review or
results of a study based on the data collected and its interpretation. A formal report is generally divided



into three major categories: Informational Report, Analytical Report, Recommendation Report. These are
discussed separately below.

Improving Morale

Introduction

Purpose

This report will show that implementing programs to improve employee motivation and moral
will lead to better quality care and higher patient safety and satisfaction. Increased patient safety
and satisfaction will have positive financial gains for the hospital through higher revenue from
increased patient enrollment. and less money spent on litigation and malpractice insurance. This
project will demonstrate that instituting programs to improve employee motivation and morale
will save the hospital money. improve our image within the community. and ultimately lead to

higher revenue.

Background

In the past year there has been adecline in patient satisfaction and quality of care at ABC
Regional Hospital. this is reflected by declining scores on patient satisfaction surveys. Poor
work quality and low productivity is the number one contributing factor. This decline in work
quality led to several findings during this year's Joint Commission survey that had to be
addressed before the hospital could receive full accreditation. as well as some patient safety
concerns and adverse events. Recentemployee surveys. interviews, feedback given at town hall
meetings. and an increasing employee turnover rate indicate that low employee motivation and
morale is the major contributing factor. “The management of health care personnel takes place in
a complex environment involving a variety of professionals. extensive use of materials and

equipment, and an array of services that extend beyond health care to include food. hospitality

4.2.1 Information Report

As the name implies, these reports focus on the provision of specific information. In such reports, specific
information refers to the status or updates regarding an ongoing project. If some mechanism is being
applied to carry out a survey or an experiment, an information report is used to provide details about the



extent to which this mechanism is getting successful in achieving the set goals and objectives. In other
words, the focus of this report remains on the provision of results in general or the outcomes. An example
could be a report on the payment of electricity bills by consumers. The example shown in Figure 7 provides
details regarding the analysis of an interview of an existing employee.
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Anywhere Healthcare Center, PC.
1 Main Street

Boston, MA 02102

T:617) 555-5555 Fi(617) 555-4444

Nutritional Supplement Recommendation Report

Patients Name: John Doe
Date of Birth: 822/1977

John Doe is currently being evaluated and treated for a chief complaint of headaches. The desired outcome of medication
is sometimes successful by sacrificing supporting pathways for the production of nutrients and enzymes relevant for other
functions of the body. Studies suggest that certain nutritional supplements may help augment these unfortunate
interactions. In an effort to provide the best care possible, the following nutritional supplement recommendations were

made based on Mr. Doe’s medications:

Medication Nutrient Potential Benefit
Hydrochlorothiazide (HCTZ) | CoQI0 (CoEnzyme- CoQ 10 synthesis may be impaired by
Q10) Thiazide Diuretic use
Hydrochlorothiazide (HCTZ) Magnesium Magensium deficiency may occur as a result
of Thiazide Diuretic use
Hydrochlorothiazide (HCTZ) Potassium Replace Potassium loss which occurs with
the use of Thiazide Diuretics
Hydrochlorothiazide (HCTZ) Finc Replace Zinc loss that results from Thiazide
Diuretic use
Lipitor CoQ10 (CoEnzyme- CoQ10 Snythesis impaired by statin
Q10 medications
Lipitor Fish Oil (Omega 3) | May improve lipid profile when combined
with stalin medications

These recommendations are based on the below referenced literature as well as clinical experience

Reviewed with the patient by: Dr. Palmer

_(401 ‘. _@H /III(‘! *

Figure 8 A recommendation report

4.2.2 Analytical Report

The type of report which is used to provide a detailed analysis of the results and outcomes to draw a
conclusion is known as Analytical Report. This type is used to focus on the interpretation of the incident,
event or subject matter being investigated (analysis of what happened). An example could be of a report



analyzing the results of a report on traffic accidents, so that the outcome could be achieved in the form
of suggestions.

4.2.3 Recommendation Report

These reports are used to advocate a particular course of action based on the study of suggestions and
recommendations. Such a report should include discussion on results either supporting or negating a
proposed suggestion. The example shown in Figure 8 analyzes why a certain medicine may be replaced
with another and discusses required details to support the particular recommendation.
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CASE REPORT

Supratentorial intraventricular solitary schwannoma. Case

report and literature review
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Abstract

Ohjective 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 of its ongin,
Description A 16-year-old male patient, without any patho-
logical, genetic or familial history of significance, presented
with symptoms of intracranial hypertension and progressive
left brachiocrural paresis. The magnetic resonance image
showed a bulky intraventricular space-oceupying lesion
emerging from the postenor hom of the right lateral ventricle,
with an iregular nodular intimately ¢ ito
the choroid plexus, and a multiloculated cystic component
extending beyond the ventricle.

Surgical approach A right parictal craniotomy was per-
formed, revealing a multiloculated eyst 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.

Conclusion The literature describes less than 45 cases of
schwannomas not associated to cranial nerves of the following
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locations: intramedullary, leptomeningeal 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
autonomic neural tissue located within the intraventricular
choroid plexus and (3) an abnormal embryogenesis leading
toa failed migration of the neural erest cells, Complete resec-
tion is the therapeutic goal for this benign pathology to avoid
TECUITEnce.

Keywords Schwannoma - Intraventricular tumour - Choroid
plexus

Introduction

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 VIIT cranial nerve (transition area of the central myelin
towards the peripheral myelin) [2, 20]. They account for ap-
proximately 8 % of all the primary intracranial tumours and are
more frequently found in middle-aged females, preferentially
involving the superior vestibular branch of the acoustic nerve.
They tend to be solitary except when they are associated to
genetic syndromes (such as type 2 neurofibromatosis).
Schwannomas that are not associated to cranial nerves
are extremely rare. The locations that have been reported are
intramedullary, suf rial I ymal (fewer than
45 cases rey 1) [11], le 1[2,5] and i
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 ial hyy i The i
resonance image {MRI) showed a mixed solid-cystic lesion
connected to the choroid plexus of the lateral ventricle that

4 springer

Figure 9 Review Report



4.3  Some Additional Forms of Report

4.3.1 Narrative Report
A narrative report is a report which has information in a logical sequence of events, usually in a
chronology. Case Studies can be considered as an example of these reports.

4.3.2 Non-chronological Report
A report which provides a discussion of various aspects of a subject matter irrespective of the order in
which the information is being provided.

4.3.3 Specialized Report

To accommodate the need for a report to provide a summary of all the other reports related to a single
subject matter, specialized reports are made. This is different from a review report; a review report will
discuss a particular subject matter whereas a specialized report may consider reports related to allied
subject matter, as well. The example in Figure 9 is one such report intended for high-tech readers.

4.3.4 Accident Report
A report which provides all the documentation and investigation regarding an accident.



