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Learning Objectives

Adapt the three-step writing process to reports
and proposals.

List the options for organizing informational
reports, and identify the key parts of a business
plan.

Discuss three major ways to organize analytical
reports.

Explain how to choose an organizational strategy
when writing a proposal.

Explain how to adapt to your audiences when
writing reports and proposals.

Name five characteristics of effective
content.

List six strategies to strengthen a proposal
argument.

Identify the elements to include in a request for
proposals (RFP).
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O Informational reports offer data, facts, feedback,
and other types of information without analysis or
recommendations. Analytical reports offer both
information and analysis and can also include
recommendations. Proposals are a special category
of reports that combine information delivery and
persuasive communication.

J No matter the circumstances, reports require all the
communication skills you’ve gained throughout this
course and will continue to gain on the job.
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Business reports can be complex, time-consuming

projects, so analyze the situation carefully before
you start. With an email or another short message,
you can change direction halfway through the first
draft and perhaps lose only a few minutes of work.
In contrast, if you change direction halfway through

a major report, you could lose days of work.
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1 Defining Your Purpose

Analytical reports and proposals are almost always written
in response to a perceived problem or a perceived
opportunity. A clear statement of this problem or
opportunity helps frame the communication challenge by
identifying what you’re going to write about, but it's not
enough to guide your writing efforts. To plan effectively,
address the problem or opportunity with a clear statement

of purpose that defines why you are preparing the report.
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The most useful way to phrase your purpose sl & ¢ling Ly delal 48,k Jail
statement is to begin with an infinitive. Using _iadlday iaaladd o) 0 iadl 4y iy
an infinitive encourages you to take control and  apaais sVl alay o oSaill o clai il
decide where you’re going before you begin. 4Lie¥) ol jlicY) Cuaa A ol 8 eliga
Consider these examples for informational 1Afilaglaal) y Ll
reports:

Lecture

e To update clients on the progress of the <&isille gy dnaad le odalledhy @
research project (progress report). (pamsl) y ya3)

e To develop goals and objectives for the 4dad) Jidl alall ljle s calaal puagl @
coming year (strategic plan). (Bl il
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® To identify customers and explain how the company

will serve them (marketing plan).

e To submit monthly sales statistics to management
(operating report).

e To summarize what occurred at the annual sales
conference (personal activity report).

e To explain building access procedures (policy
implementation report).

® To submit required information to the Securities and

\_ Exchange Commission (compliance report).
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O Preparing Your Work Plan

You're already accustomed to some schedule
pressure with reports. This is good practice for
your business career, in which you’ll be expected
to produce quality reports quickly and efficiently.
Carefully thinking out a work plan is the best way
to make sure you produce good work on schedule.

For simpler projects, the work plan can be
relatively informal: a simple list of the steps you
plan to take and an estimate of their sequence
and timing.
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For more complicated projects, however, particularly

those that involve multiple team members, you’ll want to
prepare a formal, detailed work plan that can guide the
performance of all the required tasks. A formal work plan
might include the following elements (especially the first
two):

e Statement of the problem or opportunity. This
statement clarifies the challenge or opportunity at hand
and helps you (and anyone working with you) stay focused

on the core issues.
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e Statement of the purpose and scope of your

investigation. The purpose statement describes what
you plan to accomplish and therefore also defines the
boundaries of your work. Identifying which subjects you
will cover and which you won’t is especially important
for complex investigations.

® Discussion of tasks to be accomplished. In addition to
planning, writing, and completing the report itself, you

may need to conduct research or perform other tasks.
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e Description of any additional products or activities that

will result from your investigation. Often the only
outcome of your efforts will be the report itself. In other
cases you will be expected to produce something or
perform some task in addition to completing the report.

Make such expectations clear at the outset.

® Review of project assignments, schedules, and resource
requirements. This should include task responsibilities,

deadlines, and budgetary requirements.
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Obtaining the information needed for many reports

and proposals requires careful planning, and you
may need to do a separate research project to
acquire the data and information you need. To stay
on schedule and on budget, be sure to review both
your statement of purpose and your audience’s
needs so that you can prioritize your information

needs and focus on the most important questions.
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In addition to the general media and channel

selection , consider several points for reports and
proposals. First, audiences may have specific media
requirements, and you might not have a choice. For
instance, executives in many corporations now
expect to review many reports via their in-house
intranets, sometimes in conjunction with a
dashboard, a customized online presentation of

highly summarized business information.

ole JS 5 el gl 5 Jailagl) sl ) ddLaayl
sobElldae)aie Lldsae o jliel 8 an
Clllie ) seanll sad (5% a3 Y 5f s Al
e AT LR il 5% Y a8y darae e
G aadl (0 o2l o) jaall wd iy (JUal) Jras
e a8l e agaall Aaa) je Y S, G
Aa sl o el Al Lilal s il agilSy

Alall adls Jlae | e glaad e yiay)

~N

)




(‘

.. : : MIDOCEA
Organizing your information UNIVERSITY |

Lecture
ila glaa anlais
08 N

The direct approach to reports is efficient and easy to  Je—y Yixd Ll P R E ) A

follow, so use it whenever your audience is likely to be s s ¢l ) yean LS Lal daadind 131 ciajlial
receptive or at least open-minded to what you have to  Legl «ils jite (e clal Le e latane J8YI e

say proposal, whichever is relevant. Lalie OIS

If the audience is unsure about your credibility or is not ¢ sl lidlaias (e aSlia jue ) ggaall LS 1)
ready to accept your main idea without first seeing some e Yol &Y () 53 duut )l &l <8 J 5 daiune
reasoning or evidence, the indirect approach is a better bl jue L) 8 Al sl LV (oan
choice because it gives you a chance to prove your points g s <li) daa i el zuhy 43Y Juadl) jLall s
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O Informational reports provide the information that 3 Glaslaall 4 3lagleall oLl 4,5 O

employees, managers, and others need to make 33 aa je 5 s paally () sida sall Lealiag
decisions and take action. These can be grouped into &l ) Wbl (Sarg le) Y s <l ) al

four general categories: dale cilid

e Reports to monitor and control operations. Just as iz LeSé Lgsh aSatll g ciblanl) 480 jal 55 @
doctors rely on medical reports to see how well the various — Jue 3L (520 48 paal dphall &l e cLkY
systems in a patient’s body are functioning, business Jiee¥! s uie dainy ¢ ey yall s 3 el Caliss
managers rely on a wide range of reports to see how well 3L (520 44 pral )l (e 4ol 5 de gana e

the various systems in their companies are functioning. peS 3 eal Calita Jac
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e Reports to implement policies and procedures. .&lsl =Yy Glowbudl L85 4 L8 o

Policy reports range from brief descriptions of 3)a s cilbiagl G cluluadl )& ~ o yii g
business procedures to manuals that run dozens or &l el aiad 40l ) Aol 5 Juaall Cile ) jaY
hundreds of pages. Position papers, sometimes (s «adl gall (315l Lol cilaiiall clia

called white papers or backgrounders, outline an  lagleall" i "sliandl 31 Y Ulal aud

organization’s official position on issues that affect —iwwsell ol Cad sall 2% i ulud)

the company’s success. Lalas e i il L) ol
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® Reports to demonstrate compliance. Even the smallest

businesses are required to show that they are in compliance
with government regulations of one sort or another.
Quarterly and annual tax reports such as those filed by John

Deere are compliance reports as well.

e Reports to document progress. Progress reports range
from simple updates to comprehensive reports that include
such elements as measured progress toward goals,
comparisons of budgeted versus actual expenses, and lists of

ongoing concerns and risks.
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1 The purpose of analytical reports is to analyze, to

understand, or to explain—to think through a
problem or an opportunity and explain how it
affects an organization and how the organization
should respond. In many cases, you’ll also be
expected to make a recommendation based on
your analysis. analytical reports fall into three

basic categories:
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e Reports to assess opportunities. Every business (e Jwe daa i JS sshii (a dll aplil 5 |85 @

opportunity carries some degree of risk and requires a  4<c sane JAT) et g ¢ Gl Al p e dima 4y
variety of decisions and actions to capitalize on the (Ao .Leie 53l Cile) jal s &l ) 8l (e e siia
opportunity. For instance, market analysis reports are a8l (3 sull Jodad 5 L& em (JUal) Jp
used to judge the likelihood of success for new products — laall Gl jalae 5l sasaall Cladiidl #las dlaial

or sales initiatives by identifying potential opportunities () Aa¥l A Laiaall (a &l 22 JA 3w
as well as competitive threats and other risks. Due i)l s ad (sl jlaladl g dpudlal) cilagagl
diligence reports examine the financial aspects of a  J-s ¢z 8 ) &l A il ol daal 51l AUl
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® Reports to solve problems. Managers often assign

troubleshooting reports when they need to
understand why something isn’t working properly
and what can be done to fix the situation. A
variation, the failure analysis report, studies events
that happened in the past with the hope of learning

how to avoid similar failures in the future.
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® Reports to support decisions. Feasibility reports

are called for when managers need to explore the
ramifications of a decision they’re about to make
(such as replacing an advertising agency or switching
materials used in a manufacturing process).
Justification reports justify a decision that has

already been made.
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Proposals are written for both internal and external

audiences. Internal proposals request decisions from
managers within the organization, such as proposals to

buy new equipment or launch new research projects.

of external proposals include

which

Examples grant

proposals, request funds from government
agencies and other sponsoring organizations, and sales
proposals, which suggest individualized solutions for

potential customers and request purchase decisions.
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The most significant factor in planning any proposal is

whether the intended recipient has asked you to
submit a proposal. Solicited proposals are generally
prepared at the request of external parties that require
a product or a service, but they may also be requested
by such internal sources as management or the board

of directors.
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When organizations require complex products,

services, or systems, they often prepare a formal
invitation to bid on the contract, called a request for
proposals (RFP), which includes instructions that
specify exactly the type of work to be performed or
products to be delivered along with budgets, deadlines,

and other requirements.
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To attract a large pool of qualified bidders,

organizations send RFPs to firms with good
records of performance in the field, print them in

trade publications, and post them on the web.
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O The communicators at know that reports and

proposals are most effective when they are
adapted to the needs and interests of their
intended audiences. To ensure your own success
with reports, be sensitive to audience needs,
build strong relationships with your audience,

and control your style and tone.
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O discusses four aspects of audience sensitivity, and

all four apply to reports and proposals: adopting
the “you” attitude, maintaining a strong sense of
etiquette, emphasizing the positive, and using
bias-free language. Reports and proposals that
are highly technical, complex, or lengthy can put
heavy demands on readers, so the “you” attitude

takes on special importance with these messages.
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O Building relationships with your readers starts with

planning how to adapt your style and language to
meet their needs and expectations. Bear in mind
that some reports— particularly those that can be
transmitted online—can take on lives of their own,
reaching a wider audience than you ever imagined
and being read vyears after you write them.
Consequently, choose your content and language

with care.
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O To establish or confirm your credibility in the

audience’s mind, research all sides of your topic and
document your findings with reliable sources. Also,
be aware that setting audience expectations too
high can lead to problems with your credibility if
you can’t deliver everything people expect you to,
so take particular care with the introductory

sections of important reports.
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O If you know your readers reasonably well and

your report is likely to meet with their
approval, you can adopt a fairly informal
tone—provided that doing so is acceptable in
the situation and in your company’s culture. To
make your tone less formal, refer to readers as
you and refer to yourself as | (or we, if there

are multiple report authors).
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O A more formal tone is usually appropriate for

longer reports, especially those that deal with
controversial or complex information. You'll also
want to use a more formal tone when your report
will be sent to other parts of the organization or
to outsiders, such as customers, suppliers, or

members of the community.
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d With a clear picture of how you need to adapt to

your audience, you're ready to begin composing
your first draft. Before you put those first words
down on paper, though, review your outline one
last time. Verify that the organization you’ve chosen
makes sense, given everything you’ve learned
about your topic so far. Also, review the wording of
the headings and subheadings to make sure they

establish the right tone.

S e danal g3 gea il (5 G 2 O
oA (s Jod Y] Glin g e AU
.3)7153 BJ.A&L.AAC.A\J cuj‘;‘)f\ Ol
(mihaie 47 yia) A a bl o e ST
i e gnge (o dlaadile JS ) hally
O sliall 5 Gaslinll A laea Wadl gl oY)
Jagaall 5l aaad Ll e Sl 2 4l

~N




(‘

Drafting Report Content
RAL (s giaa ASlua

Lecture

MIDOCEA

UNIVERSITYl

08

d Like other written business communications,

reports and proposals have three main sections: an
introduction (or opening), a body, and a close. The
content and length of each section vary with the
type and purpose of the document, the document’s
organizational structure, the length and depth of
the material, the document’s degree of formality,

and your relationship with your audience.
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these four tasks:

important.

approach).

\_ with the audience.

\
At a minimum, an effective introduction accomplishes = ¥ algall s2a 4SRN dashall Jaii ¢ ol aas
O It helps the reader understand the context of the JMA& (e ol (3l agd Lo (s Wl elid O
report by tying it to a problem or an assignment. Aaga 5l AUSiay abay
O It introduces the subject matter and indicates why it is Al (i & s gall ew Q
Q It previews the main idea (if you’re using the direct —<slud) aading cu€ 1)) duw N 5%l 2365 O
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O It establishes the tone and the writer’s relationship  ._seeall €l 483 5 <l Clf 23ad O
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The body presents, analyzes, and interprets the
information gathered during your investigation and
supports your recommendations or conclusions. The
length and content of the body can vary widely based
on the subject matter.

The close has three important functions:
O It summarizes your key points.

O It emphasizes the benefits to the reader if the
document suggests a change or some other course
of action.

O It brings all the action items together in one place.
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L All the guidelines for writing reports apply to proposals

as well, but these persuasive messages have some
unique considerations. The most important factor is
whether the proposal is solicited or unsolicited because

that affects your organization, content, and tone.

O If you're writing an unsolicited proposal, you have some
latitude in the scope and organization of content, and
you can design the entire proposal to put your idea or

product in the best possible light.
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The general purpose of any proposal is to persuade readers to

do something, such as purchase goods or services, fund a
project, or implement a program. As with any other
persuasive message. Here are some additional strategies to

strengthen your persuasive argument:

e Demonstrate your knowledge. Everything you write should
show the reader that you have the knowledge and experience
to solve the problem or address the opportunity outlined in

your proposal.
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e Provide concrete information and examples. Avoid — larexill Cuind A gale dlia] g Cila glaa 238 @
vague, unsupported generalizations such as “We are Y sal judi i Jie cad2dll e 5 dcaalal)
losing money on this program.” Instead, provide AL Juald a3l o Yy "malisall 3a b
quantifiable details such as the amount of money being  «—aS s ¢33 588l JI so¥) Hlata Jia ¢ ulll
lost, how, why, and so on. Explain how much money X Juall jlate = 381 @UIh ) Lag il
your proposed solution will save. Spell out your plan ¢z s<as dihi = lay » i)l ella o jb 5w

S and give details on how the job will be done. Jardl Jlad) 4 Jsa Joaldl a8 )
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e Research the competition. Find out what alternatives
your audience might choose over your proposal so that
you can emphasize why your solution is the optimum
choice. Potential customers sometimes face a “buy or
build” decision, in which they must choose between
buying a solution from an external party and building it
themselves. In these cases you are effectively

competing against your target customers.
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e Prove that your proposal is workable. Your proposal
must be appropriate and feasible for your audience. It
should be consistent with your audience’s capabilities.
For instance, your proposal would be pointless if it
recommended a plan of action that requires three
times the number of available employees or twice the
available budget.

e Adopt the “you” attitude. Relate your product,
service, or personnel to the reader’s exact needs,
either as stated in the RFP for a solicited proposal or as
discovered through your own investigation for an
unsolicited proposal.
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e Package your proposal attractively. Make sure
your proposal is letter perfect, inviting, and
readable. Readers will prejudge the quality of your
products or services by the proposal you submit.
Errors, omissions, and inconsistencies will work
against you—and may even cost you important

career and business opportunities.
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At some point in your career, you might be in a position to

solicit proposals, and learning how to request effective
proposals will simplify the process considerably. When writing
an RFP, remember that it is more than just a request; it’s an
informational report that provides potential bidders with the

information they need to craft effective proposals.

Writing an RFP demands careful consideration because it
starts a process that leads to a proposal, a contract, and

eventually the delivery of a product or the performance of a

service.
\_
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An RFP’s specific content will vary widely from industry

to industry, but all RFPs should include some

combination of the following elements:

e Company background. Give potential bidders some
background information on your organization, your
business priorities, and other information they might
need to respond in an informed manner.

® Project description. Put your requirements in
context; are you seeking bids for routine supplies or
services, or do you need a major new system?
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e Requirements. The requirements section should spell out

everything you expect from potential vendors; don’t leave
anything to unstated assumptions. Will potential vendors
provide key equipment or will you? Will you expect vendors
to work under confidentiality restrictions, such as a
nondisclosure agreement? Who will pay if costs run higher
than expected? Will you require ongoing service or support?
Providing this information can be a lot of work, but again,
overlooking anything at this point is likely to create

considerable problems once the project gets rolling.
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e Decision criteria. Let bidders know how you’ll be making  4-i&s (s yall edia il Al plac @

the decision. Is quality more important than cost? Will you — J-» $4&Sill oy a2 sall Ja ) 8l elilas)
consider only certain types of vendors or only those that (& da& al (o) sall (3 A g gl 8 Jatd jlavis,
use certain processes or technologies? Will you entertain  J& $dime G sl cililae () sadding (3]l Sl

bids from companies that have never worked in your (e lllae A Jaad ol QIS )5 e Wy o Jailodn

industry? The answers to such questions not only help (seiie el ¥V il WYl eoda clilal o) S8
bidders determine whether they’re right for your project <o s ydal (pualio 15K 13 e paas e (a g g2l
but also help them craft proposals that meet your needs. Sl jite delpa o L)l ad el Jy ccad
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e Proposal requirements. Explain exactly what you expect 2 4y, adsii L By » 130z lal) clillic @

to see in the proposal itself—which sections, what media, il 3ae il s aluadl (gl - 4y z sl

how many copies, and so on. REINpPR IRy

e Submission and contact information. A well-written RFP a8 alla sy Ja¥) g agadil) Cilaglza @
answers most potential questions, and it also tells people  “laiadll AhuY) abazs o 13a ¢ laall (i g all
when, where, and how to respond. In addition, effective  4Laay¥L 3,0 Sad CaSy (il 5 (e Waayl 2asds
RFPs always give bidders the name of a contact within the a8 A&l (a5 jall asii cillla et clld )

organization who can answer detailed questions. A gall JAI Jlaall dga al LN (a9 yall
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