
















condensed. It’s a convenience for the reader and may be the only part that senior
management reads, but the report can make sense without it. For this reason, it’s best to
write the summary after you have completed the body of the report.

The summary doesn’t have to give equal weight to all sections of the report. It often
has only a brief account of the background or methodology, and may even omit them if
they are unimportant. By contrast, it usually pays most attention to the conclusions or
recommendations. On rare occasions, if the list of recommendations is lengthy, the title
may be simply “Summary of Recommendations.”

Generally in a summary it’s best to follow the order of the report.That is, if the report
takes the direct approach, so should the summary. Similarly, if the report has an indirect
order, the summary should be indirect.

In the interest of brevity:

• use lists where possible;

• omit examples, unless the example is a key finding;

• stick to the facts, avoiding unneeded references to the report itself. For
example, instead of saying, “The Findings section reveals . . .” simply put a
heading, “Findings,” and list the facts.

Since there is a subtle psychological barrier to turning a page, especially for a reader who
is extremely busy, try to keep the summary to a single sheet. If this seems an impossible
task for a complicated or lengthy report, remember Winston Churchill’s instruction to the
First Lord of the Admiralty in the midst of the Second World War: “Pray state this day, on
one side of a sheet of paper, how the Royal Navy is being adapted to meet the conditions
of modern warfare” (Ogilvy, 1983, p. 35). Is your task more difficult than this one?

Introduct ion
This section may have a heading other than “Introduction,” depending on the focus, and
may have several subsections. It can include several or all of these topics:







• a statement of thanks for any special help received from other employees

• a goodwill close that looks forward to future discussion or opportunities to
help

Of course, a letter of transmittal can contain more or less than this model. Occasionally,
a fairly extensive summary of the report in the covering letter will substitute for a
summary at the beginning of the report. Sometimes, if the writer is an outside consultant
hired for the job, the letter of transmittal expresses appreciation for the opportunity of
working on the task. Whatever it says, however, the letter should have a personal,
conversational tone, as the example in the sample report in Figure 9-5 illustrates.

Table  o f  Contents
This is useful if the report is over five pages. It follows the letter of transmittal and has no





Reference List: The following examples are taken from the APA Web site
on electronic reference formats.They show electronic sources as they would
appear in the reference list, ordered alphabetically by the author’s last name
(or title if no author is given):

Electronic reference formats recommended by the American Psychological Association.
(2000, August 22).Washington, DC: American Psychological
Association. Retrieved August 29, 2000, from the World Wide Web:
http://www.apa.org/journals/webref.html 

Jacobson, J.W., Mulick, J. A., & Schwartz, A. A. (1995). A history of
facilitated communication: Science, pseudoscience, and antiscience:
Science working group on facilitated communication. American
Psychologist, 50, 750–765. Retrieved January 25, 1996, from the World
Wide Web: http://www.apa.org/journals/jacobson.html

(You will notice that Web sites listed in Impact do not follow APA style. For aesthetic
reasons, the preferred style of the publisher, Pearson Education Canada, is to leave out the
“http://” protocol.) 

The MLA Method  For a detailed illustration of the MLA style, refer to the 5th edition
of the MLA Handbook for Writers of Research Papers (1999). Here are a few guidelines for
some of the most commonly used elements of this method of documentation:

1. Citations

Parenthetical citations are given in the body of the report, giving only the
author’s last name and the page number, for example (Wilson 25). In a case
where no author is named, give an abbreviated form of the title, for
example (Study Results 43). If there is more than one author, use the first
author’s last name and et al., for example (Smith et al. 120).

2. Works Cited

Complete information about the text citations appears in a list of works





Appendix
This optional section appears at the end of a report and includes highly specialized or
inessential information that may still be of interest to the reader. Tables, technical
information, and other complicated or detailed supporting evidence are often put in
appendices so that the reader can quickly cover essential information in the report itself.
If you do use an appendix, be sure to list it in the table of contents. If you use more than
one, list them as Appendix A, Appendix B, and so on.

Finishing Touches
After putting a lot of time and effort into a formal report, make sure that its appearance
complements the content.The advice in Chapter 8 on visual impact in an informal report
also applies to a formal one. Here are two added suggestions:

1. Consider using coloured paper. If you are producing a long report, different
colours of paper will help to separate the different sections visually. A
conservative organization, however, may prefer uniform white paper (along





























giving a benefit such as improved safety, increased productivity, or decreased accidents in
the parking lot. Even if you don’t mention the word problem in the proposal—and






















