
Presenting the Final report 
Long reports are generally organized into three major divisions: (a) prefatory parts, 
(b) body, and (c) supplementary parts. Following is a description of the order and 
content of each part. Refer to the model formal report in Figure 10.17 for illustra-
tions of most of these parts.

Prefatory Parts (Preceding the Body of report) 
Title Page. A report title page, as illustrated in Figure 10.17, begins with 
the name of the report typed in uppercase letters (no underscore and no quota-
tion marks). Next comes Prepared for (or Submitted to) and the name, title, 
and organization of the individual receiving the report. Lower on the page is 
Prepared by (or Submitted by) and the author’s name plus any necessary identi-
fication. The last item on the title page is the date of submission. All items after 
the title appear in a combination of upper- and lowercase letters. The informa-
tion on the title page should be evenly spaced and balanced on the page for a 
professional look.
Letter or Memo of Transmittal. Generally written on organization 
letterhead stationery, a letter or memo of transmittal introduces a formal report. 
You will recall that letters are sent to outsiders and memos to insiders. A trans-
mittal letter or memo follows the direct pattern and is usually less formal than 
the report itself. For example, the letter or memo may use contractions and 
first-person pronouns such as I and we. The transmittal letter or memo typi-
cally (a) announces the topic of the report and tells how it was authorized; (b) 
briefly describes the project; (c) highlights the report’s findings, conclusions, and 
recommendations, if the reader is expected to be supportive; and (d) closes with 
appreciation for the assignment, instructions for the reader’s follow-up actions, 
acknowledgment of help from  others, or offers of assistance in answering ques-
tions. If a report is going to different readers, a special transmittal letter or memo 
should be prepared for each, anticipating what each reader needs to know in 
using the report.

Table of Contents. The table of contents shows the headings in a report 
and their page numbers. It gives an overview of the report topics and helps 
readers locate them. You should wait to prepare the table of contents until 
after you have completed the report. For short reports include all headings. 
For longer reports you might want to list only first- and second-level headings. 
Leaders (spaced or  unspaced dots) help guide the eye from the heading to the 
page number. Items may be indented in outline form or typed flush with the 
left margin.

List of Figures. For reports with several figures or illustrations, you may wish 
to include a list of figures to help readers locate them. This list may appear on the 
same page as the table of contents, space permitting. For each figure or illustration, 
include a title and page number.

executive Summary. As you learned in Chapter 9, the purpose of an execu-
tive summary is to present an overview of a longer report to people who may not 
have time to read the entire document. This timesaving device summarizes the pur-
pose, key points, findings, and conclusions. An executive summary is usually no 
longer than 10 percent of the original document. Therefore, a 20-page report might 
require a 2-page executive summary. Chapter 9 discussed how to write an executive 
summary and included an example in Figure 9.11. You can see another executive 
summary in Figure 10.17.

A letter or memo of 
transmittal presents an 
overview of the report, 
suggests how to read it, 
describes limitations, 
acknowledges assistance, 
and expresses appreciation.

The body of a report 
includes an introduction; 
discussion of fi ndings; and 
summary, conclusions, 
or recommendations.

endnotes, a bibliography, 
and appendixes may appear 
after the body of the report.

• Scope. Clarify the boundaries of the report, defining what will be included or 
excluded.

• Sources	and	methods. Describe your secondary sources. Also explain how you 
collected primary data.

• Summary. Include a summary of findings, if the report is written directly.
• Organization. Preview the major sections of the report to follow, thus providing 

coherence and transition for the reader.

• Background. Describe the events leading up to the problem or need.
• Problem	or	purpose. Explain the report topic and specify the problem or need 

that motivated the report.
• Significance. Tell why the topic is important. You may wish to quote experts or 

cite secondary sources to establish the importance of the topic.

A good report introduction typically covers the following elements, although not 
necessarily in this order:

introduction. 
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Figure 10.17 Model	Formal	Report

The	title	page	is	usually	arranged	in	four	evenly	balanced	areas.	If	the	report	is	to	be	bound	on	the	left,	move	
the	left	margin	and	center	point	¼	inch	to	the	right.	Notice	that	no	page	number	appears	on	the	title	page,	
although	it	is	counted	as	page	i.	In	designing	the	title	page,	be	careful	to	avoid	anything	unprofessional—such	
as	too	many	type	fonts,	italics,	oversized	print,	and	inappropriate	graphics.	Keep	the	title	page	simple	and	
professional.	This	model	report	uses	MLA	documentation	style.	However,	it	doesn’t	illustrate	double-spacing,	
the	recommended	format	for	research	papers	using	MLA	style.	Instead,	this	model	uses	single-spacing,	which	
saves	space	and	is	more	appropriate	for	business	reports.
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Figure 10.17 (Continued)	Letter	of	Transmittal

A	letter	or	memo	of	transmittal	announces	the	report	topic	and	explains	who	authorized	it.	It	briefly	describes	
the	project	and	previews	the	conclusions,	if	the	reader	is	supportive.	Such	messages	generally	close	by	
expressing	appreciation	for	the	assignment,	suggesting	follow-up	actions,	acknowledging	the	help	of	others,		
or	offering	to	answer	questions.	The	margins	for	the	transmittal	should	be	the	same	as	for	the	report,	about		
1	to	1¼	inches	for	side	margins.	The	dateline	is	placed	2	inches	from	the	top,	and	the	margins	should	be	
left-justified.	A	page	number	is	optional.
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Figure 10.17 (Continued)	Table	of	Contents	and	List	of	Figures

Because	the	table	of	contents	and	the	list	of	figures	for	this	report	are	small,	they	are	combined	on	one	page.	
Notice	that	the	titles	of	major	report	parts	are	in	all	caps,	whereas	other	headings	are	a	combination	of	upper-	
and	lowercase	letters.	This	duplicates	the	style	within	the	report.	Advanced	word	processing	capabilities	enable	
you	to	generate	a	contents	page	automatically,	including	leaders	and	accurate	page	numbering—no	matter	how	
many	times	you	revise.	Notice	that	the	page	numbers	are	right-justified.
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Figure 10.17 (Continued)	Executive	Summary

For	readers	who	want	a	quick	overview	of	the	report,	the	executive	summary	presents	its	most	important	
elements.	Executive	summaries	focus	on	the	information	the	reader	requires	for	making	a	decision	related	to	
the	issues	discussed	in	the	report.	The	summary	may	include	some	or	all	of	the	following	elements:	purpose,	
scope,	research	methods,	findings,	conclusions,	and	recommendations.	Its	length	depends	on	the	report	
it	summarizes.	A	100-page	report	might	require	a	10-page	summary.	Shorter	reports	may	contain	1-page	
summaries,	as	shown	here.	Unlike	letters	of	transmittal	(which	may	contain	personal	pronouns	and	references	
to	the	writer),	the	executive	summary	of	a	long	report	is	formal	and	impersonal.	It	uses	the	same	margins	as	the	
body	of	the	report.	See	Chapter	9	for	additional	discussion	of	executive	summaries.
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Figure 10.17 (Continued)	Page	1

The	first	page	of	a	formal	report	generally	contains	the	title	printed	2	inches	from	the	top	edge.	Titles	for	major	
parts	of	a	report	are	centered	in	all	caps.	In	this	model	document	we	show	functional	heads,	such	as	PROBLEM, 
BACKGROUND, FINDINGS,	and	CONCLUSIONS.	However,	most	business	reports	would	use	talking	heads	or	
a	combination	such	as	FINDINGS REVEAL REVENUE AND EMPLOYMENT BENEFITS.		First-level	headings	(such	
as	Revenues	on	page	2)	are	printed	with	bold	upper-	and	lowercase	letters.	Second-level	headings	(such	as	
Distribution	on	page	3)	begin	at	the	side,	are	bolded,	and	are	written	in	upper-	and	lowercase	letters.	See	Figure	
10.4	for	an	illustration	of	heading	formats.	This	business	report	is	shown	with	single-spacing,	although	some	
research	reports	might	be	double-spaced.	Always	check	with	your	organization	to	learn	its	preferred	style.
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Figure 10.17 (Continued)	Page	2

Notice	that	this	formal	report	is	single-spaced.	Many	businesses	prefer	this	space-saving	format.	However,	
some	organizations	prefer	double-spacing,	especially	for	preliminary	drafts.	If	you	single-space,	don’t	indent	
paragraphs.	If	you	double-space,	do	indent	the	paragraphs.	Page	numbers	may	be	centered	1	inch	from	the	
bottom	of	the	page	or	placed	1	inch	from	the	upper	right	corner	at	the	margin.	Your	word	processor	can	insert	
page	numbers	automatically.	Strive	to	leave	a	minimum	of	1	inch	for	top,	bottom,	and	side	margins.	References	
follow	the	parenthetical	citation	style	(or	in-text	citation	style)	of	the	Modern	Language	Association	(MLA).	
Notice	that	the	author’s	name	and	a	page	reference	are	shown	in	parentheses.	The	complete	bibliographic	entry	
for	any	in-text	citation	appears	at	the	end	of	report	in	the	works-cited	section.
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Figure 10.17 (Continued)	Page	3

Only	the	most	important	research	findings	are	interpreted	and	discussed	for	readers.	The	depth	of	discussion	
depends	on	the	intended	length	of	the	report,	the	goal	of	the	writer,	and	the	expectations	of	the	reader.	Because	
the	writer	wants	this	report	to	be	formal	in	tone,	she	avoids	I	and	we	in	all	discussions.

As	you	type	a	report,	avoid	widows	and	orphans	(ending	a	page	with	the	first	line	of	a	paragraph	or	carrying	a	
single	line	of	a	paragraph	to	a	new	page).	Strive	to	start	and	end	pages	with	at	least	two	lines	of	a	paragraph,	
even	if	a	slightly	larger	bottom	margin	results.
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Figure 10.17 (Continued)	Page	4

If	you	use	figures	or	tables,	be	sure	to	introduce	them	in	the	text	(for	example,	as shown in Figure 3).	Although	
it	isn’t	always	possible,	try	to	place	them	close	to	the	spot	where	they	are	first	mentioned.	To	save	space,	you	
can	print	the	title	of	a	figure	at	its	side.	Because	this	report	contains	few	tables	and	figures,	the	writer	named	
them	all	“Figures”	and	numbered	them	consecutively.
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Figure 10.17 (Continued)	Page	5

After	discussing	and	interpreting	the	research	findings,	the	writer	articulates	what	she	considers	the	most	
important	conclusions	and	recommendations.	Longer,	more	complex	reports	may	have	separate	sections	for	
conclusions	and	resulting	recommendations.	In	this	report	they	are	combined.	Notice	that	it	is	unnecessary	to	
start	a	new	page	for	the	conclusions.


