Chapter 10

PLANNING BUSINESS REPORTS AND PROPOSALS

Multiple Choice

1.  The goal in developing a report is to 


a.  impress the reader.


b.  provide as much information as possible.


c.  objectively communicate information about some aspect of the 

   
     business.


d.  do all of the above.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  310; TYPE:  concept

2.  The basic purpose of informational reports is 


a.  to persuade the audience to act.


b.  to present recommendations and conclusions.


c.  to present data and facts.


d.  to convince the reader of the soundness of your thinking. 

ANSWER:  c; DIFFICULTY:  easy; PAGE:  310; TYPE:  concept

3.  Monitor/control reports include 


a.  policies and procedures.


b.  plans, operating reports, and personal activity reports.


c.  solicited and unsolicited sales proposals.


d.  research, justification, and troubleshooting reports. 

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

4.  A summary report 


a.  describes what occurred during a convention or conference.


b.  gives a concise overview of a situation, publication, or document.


c.  persuades top management to approve a project.


d.  helps top management reach a decision.  

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

5.  An example of a lasting guideline would be 


a.  a memo from the head of personnel announcing a reimbursement 

     program for employees who continue their education.


b.  a memo from the head of production giving procedures for 

  
     streamlining product assembly.


c.  a memo from the office manager explaining how to reserve the 

  
     conference room for special meetings.


d.  all of the above

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  311; TYPE:  application

6.  Compliance reports are generally required by 


a.  parent companies.


b.  accounting departments.


c.  government agencies.


d.  marketing departments. 

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

7.  A good summary report is 


a.  focused only on important details.


b.  opinionated.


c.  easy to write.


d.  all of the above.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

8.  Despite the variety among them, all analytical reports tend to have


a.  a standard opening.


b.  a section of recommendations.


c.  a "this is how it's done" quality.


d.  a standard middle section. 

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  313; TYPE:  concept

9.  A justification report 


a.  provides the history of a problem, then presents and analyzes possible 

     solutions.


b.  describes what has happened in a department or division during a 

     particular period.


c.  is written after a course of action has been taken to justify what was 

     done.


d.  does all of the above

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  314; TYPE:  concept

10.  Proposals, unlike justification reports, 


a.  are designed to get products, plans, or projects accepted before they are 
     implemented.


b.  are internal as opposed to external reports.


c.  are always in memo format.


d.  do not require a great deal of supporting data.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  315; TYPE:  concept

11.  Solicited proposals are prepared by


a. companies attempting to obtain business.


b. government regulatory agencies.


c. companies at the request of clients who need something done.


d. clients who wish to acquire the services of highly regarded 

   
     companies.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  315; TYPE:  concept

12.  In an unsolicited proposal, the writer 


a.  explains why the client should take action.


b.  analyzes the client's business in light of the competition.


c.  uses a style approved by the American Association of Business Writers.


d.  enumerates the client's options regarding such business decisions as 

     product-line expansion.  

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  315; TYPE:  concept

13.  When you factor a problem, you 


a.  develop a schedule for your research.


b.  limit the scope of your investigation.


c.  develop alternative hypotheses.


d.  break the problem into a series of questions.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  320; TYPE:  concept

14.  Which of the following is the least clear statement of purpose? 


a.  "The purpose of this report is determining which of four alternative 

      investments will have the highest return."


b.  "The purpose of this report is to analyze four potential investments."


c.  "This report answers the question, 'Which of four investments will 

     provide the highest return?'"


d.  "This report will evaluate the return on four investments."

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  321; TYPE:  application

15.  When preparing an outline of issues for investigation 


a.  it is preferable to use descriptive headings as opposed to informative 

     ones.


b.  you should use parallel construction for all headings.


c.  keep in mind that you will have to use this same outline for your final 

     report.


d.  do all of the above.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  322; TYPE:  concept

16.  Which of the following is not a typical element in a formal work plan? 


a.  statement of purpose


b.  statement of the scope of the investigation


c.  discussion of tasks to be accomplished


d.  conclusions and recommendations

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  323-24; TYPE:  concept

17.  If you are searching for information about a specific industry, it is a good idea 

       to know 


a.  its SIC and/or NAICS code.


b.  how to use Boolean operators.


c.  whether companies in that industry tend to be private or publicly 

     traded.


d.  some names of people who work in that industry.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  325-26; TYPE:  concept

18.  To conduct an effective database search 


a.  choose one search engine and stick with it.


b.  try to get a list of the publications it includes, plus the time period it 

     covers, so you can fill in the gaps for missing resources.


c.  use long search phrases rather than short ones or single terms.


d.  avoid Boolean operators.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  328; TYPE:  concept

19.  Which of these documents would not usually qualify as primary research? 


a.  a sales report from a company rep


b.  the most recent issue of a trade magazine in your industry


c.  correspondence with a particular customer


d.  your company's latest balance sheet

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  331; TYPE:  application

20.  Survey results are considered reliable when 


a.  similar results would be obtained if the survey were repeated.


b.  a representative group of people has been surveyed.


c.  the research measures what it was intended to measure.


d.  the phrasing of the questions is unbiased.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  332; TYPE:  concept

21.  People are more likely to respond to a questionnaire if 


a.  the questions are open ended.


b.  you allow them plenty of time to research their answers.


c.  they can complete it within 10 or 15 minutes.


d.  all of the above are the case

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  332; TYPE:  concept

22.  When creating interview questions 


a.  rate your questions and highlight those you really need answers to.


b.  use a mix of question types.


c.  limit the number of questions according to time constraints.


d.  do all of the above.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  335; TYPE:  concept

23.  In evaluating material you have gathered for a report 


a.  you can assume that any information taken from a webpage will be 

     credible and reliable. 


b.  you should throw out any information whose source is an organization 

     that might be biased.


c.  you should check the material for currency.


d.  do all of the above

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  337; TYPE:  application

24.  To paraphrase effectively 


a.  avoid using any business language or jargon.


b.  double-check your version against the original to make sure that you 

     haven’t altered the meaning.


c.  make sure your version is the same length as or longer than the 

   
     original.


d.  do all of the above.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  338; TYPE:  concept

25.  You would not need to cite a source if you 


a.  used a direct quotation of under 250 words from a book titled Modern 

    Economics.

b.  used a table from The 1985 Farmer's Almanac.

c.  described, in your own words, a plan for organizing production lines 

     that appeared in a professional journal.


d.  made several observations about the market for soft drinks, confirmed 

     by several articles in the popular press.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  339; TYPE:  application

26.  What would be the median for the following set of monthly salaries: $1200, 

       $1200, $1300, $1500, $1700, $2000, $2800? 


a.  $1200


b.  $1500


c.  $1671.43


d.  $1700

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  339; TYPE:  application

27.  In a particular set of figures or data, the number that occurs most often is 

       called the 


a.  mean.


b.  median.


c.  mode.


d.  correlation.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  339; TYPE:  concept

28.  When drawing conclusions for a report, you 


a.  make sure to take into account any information you know about that 

     has not been included in the report.


b.  don't compromise with others working as a part of your team.


c.  suggest actions for the company to take based on the facts you have 

     collected.


d.  interpret what the facts you have gathered mean.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  340; TYPE:  concept

29.  Conclusions differ from recommendations in that conclusions 


a.  are opinions or interpretations.


b.  are objective.


c.  are acceptable to readers.


d.  suggest what ought to be done about the facts.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  341; TYPE:  concept

30.  The recommendations made in a report should be 


a.  the same as the conclusions.


b.  opinions or interpretations.


c.  what the audience wants to hear.


d.  clearly described steps that come next.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  341; TYPE:  concept

31.  When selecting a channel and medium for a report 


a.  you should choose the ones that are most convenient.


b.  you should choose the ones that are most economical.


c.  your decisions should reflect your audience and your purpose.


d.  you should always present your report in writing.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  341; TYPE:  application

32.  Oral reports are best when


a.  you want immediate feedback from your audience.


b.  there’s an emotional component to your report.


c.  nonverbal communication is important to your report.


d.  all of the above are the case

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  341; TYPE:  concept

33.  If your report recommends a negative action


a.  your tone should be negative as well.


b.  don’t confuse your audience by emphasizing the positive.


c.  your tone should be positive and forthright.


d.  you should do more research before presenting it.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  342; TYPE:  application

34.  Which of the following would be the best way to state negative findings?


a.  “Reducing employee spending will strengthen our cash position.”


b.  “Until our employees quit wasting money, our profits will never 

     improve.”


c.  “The only way we’ll ever strengthen our cash position is to reduce 

     employee spending.”


d.  “I’m not sure we can do it, but we need to get our employees to stop 

     wasting so much money.”

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  342-43; TYPE:  application

35.  If your report is internal


a.  you need not worry about the image you project of the organization.


b.  it must ignore any negative findings.


c.  don’t waste time establishing your credibility.


d.  your style and language should still reflect the image of your 

     
     organization.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  343; TYPE:  application

True or False

36.  Business reports are never written on preprinted forms. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  310; TYPE:  concept

37.  In informational reports, the information supports the conclusions.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  310; TYPE:  concept

38.  A memo summarizing an employee's trip to a trade show would be an 

       example of a personal activity report. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

39.  Position papers spell out lasting guidelines on company policies and 

       procedures. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

40.  Examples of compliance reports are income tax returns and annual reports to 

       shareholders.

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  311; TYPE:  application

41.  A summary report takes a side in an issue and offers support for that side. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

42.  Interim progress reports to clients are rarely needed. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  312; TYPE:  concept

43.  Analytical reports are primarily intended to educate readers. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  313; TYPE:  concept

44.  Analytical reports help managers make major decisions. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  313; TYPE:  concept

45.  A justification report is an internal report designed to persuade top 

       management to approve a proposed investment or project. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  314; TYPE:  concept

46.  Proposals are usually read by people positions of authority.

ANSWER:  T; DIFFICULTY:  easy; PAGE:  315; TYPE:  concept  

47.  Solicited proposals spend a great deal of time explaining why the client 

       should take action. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  315; TYPE:  concept

48.  When writing informational reports, it’s important to begin by developing a 

        problem statement. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  319; TYPE:  application

49.  An effective way to limit the scope of your study is to use problem factoring. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  320; TYPE:  concept

50.  The statement of purpose for a report is always presented as a question. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  321; TYPE:  application

51.  The way you outline an investigation may be different from the way you 

       would outline the resulting report. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  322; TYPE:  concept

52.  Very few reports require a work plan.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  323; TYPE:  concept

53.  The best way to learn about something new is to browse through materials on 

       the topic. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  325; TYPE:  concept

54.  When you need to consult government documents, you should go to the 

       appropriate government office in your city. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  328; TYPE:  application

55.  When using the Internet to conduct research, you can be reasonably sure that 

       any information you find will be accurate. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  328; TYPE:  concept

56.  To conduct an effective database search on the web, you should use multiple 

       search engines.  

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  329; TYPE:  application

57.  You can improve your database search results by using Boolean operators.

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  331; TYPE:  concept

58.  Observation, surveys, and experiments are all types of primary research. 

ANSWER:  T; DIFFICULTY:  easy; PAGE:  331; TYPE:  concept

59.  A single document may be both a primary and a secondary source. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  331-32; TYPE:  concept

60.  A survey is considered valid if it measures what it is intended to measure. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  332; TYPE:  concept

61.  When preparing a questionnaire, you should pretest it on a sample group to 

        identify any questions that might be misinterpreted. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  332; TYPE:  application

62.  When conducting an interview, you should use a mix of interview questions, 

        including open-ended, closed-ended, and restatement questions. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  335; TYPE:  application

63.  It is always preferable for interviews to take place in person than to conduct 

       them via e-mail. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  335; TYPE:  concept

64.  You should automatically ignore any information provided by organizations

       that have a distinct bias, such as the Tobacco Institute or the American    

       Association of Retired Persons. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  336; TYPE:  application

65.  A good paraphrase should be the same length as or slightly longer than the 

       original passage. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  338; TYPE:  concept

66.  Even if you paraphrase material, you should credit to the source you obtained

       the original information from. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  338; TYPE:  concept

67.  According to the fair use doctrine, you can use other people's work only as 

       long as you do not unfairly prevent them from benefiting as a result. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  339; TYPE:  concept

68.  If sales for the first six months of the year were $24,000, $20,000, $23,000, 

      $20,000, $19,000, and $21,000, the mean for the six months would 

      $20,000. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  339; TYPE:  application

69.  In business reports, “conclusions” and ”recommendations” are just two ways 

      of describing the same things.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  340-41; TYPE:  concept

70.  In today’s business environment, oral presentations never take the place of 

      written reports.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  341; TYPE:  concept

Fill-in-the-Blank

71.  Whereas ____________________ reports focus on facts, 

        ____________________ reports include interpretation, conclusions, and 

        recommendations. 

ANSWER:  informational, analytical; DIFFICULTY:  moderate; PAGE:  310-313; TYPE:  concept

72.  A common monitor/control report is the strategic ____________________, 

       used to establish guidelines for future action. 

ANSWER:  plan; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

73.  All ____________________ reports are written in response to regulations of 

       one sort or another. 

ANSWER:  compliance; DIFFICULTY:  moderate; PAGE:  311; TYPE:  concept

74.  A ____________________ report is written after a course of action has been

       taken, to justify what was done.

ANSWER:  justification; DIFFICULTY:  moderate; PAGE:  314; TYPE:  concept 

75.  ____________________ proposals are initiated by a company that is trying 

       to obtain business or funding on its own, without a specific offer from a 

       client. 

ANSWER:  unsolicited; DIFFICULTY:  moderate; PAGE:  315; TYPE:  concept

76.  Breaking down a problem into a series of specific questions is called 

        ____________________. 

ANSWER:  factoring; DIFFICULTY:  difficult; PAGE:  320; TYPE:  concept

77.  The statement of ____________________ defines why you are preparing the

       report. 

ANSWER:  purpose; DIFFICULTY:  moderate; PAGE:  321; TYPE:  concept

78.  An electronic ____________________ is a computer-searchable collection of 

       information. 

ANSWER:  database; DIFFICULTY:  moderate; PAGE:  328; TYPE:  concept

79.  When conducting an interview, you use ____________________- 

        ____________________ questions to get the interviewee to offer an opinion 

        and not just a yes-or-no answer.

 ANSWER:  open-ended; DIFFICULTY:  moderate; PAGE:  334-35; TYPE:  application

80.  Instead of using long direct quotes from sources, you should try to 

       ____________________ the material. 

ANSWER:  paraphrase; DIFFICULTY:  moderate; PAGE:  338; TYPE:  application

81.  Using someone else’s words or ideas without giving them proper credit is

       known as ____________________.

ANSWER:  plagiarism; DIFFICULTY:  moderate; PAGE:  338-39; TYPE:  concept 

82.  A ____________________ is a statistical relationship between two or more 

       variables. 

ANSWER:  correlation; DIFFICULTY:  moderate; PAGE:  340; TYPE:  concept

83.  A __________________ is a logical interpretation of the facts in your report. 

ANSWER:  conclusion; DIFFICULTY:  moderate; PAGE:  340; TYPE:  concept

84.  A __________________ suggests what ought to be done about the facts 

       presented in your report. 

ANSWER:  recommendation; DIFFICULTY:  moderate; PAGE:  341; TYPE:  concept

85.  Use oral reports when you want immediate __________________.

ANSWER:  feedback; DIFFICULTY:  moderate; PAGE:  341; TYPE:  application

Short Answer

86.  What is the primary difference between a feasibility report and a justification 

       report?

ANSWER:  Whereas a feasibility report studies proposed options, a justification report is written after an action, to justify what was done.

DIFFICULTY:  moderate; PAGE:  314; TYPE:  concept

87.  Describe the two main purposes for internal proposals.

ANSWER:  (1) To seek approval for a course of action, (2) to request additional resources.

DIFFICULTY:  moderate; PAGE:  315; TYPE:  concept

88.  Briefly explain problem factoring.

ANSWER:  Problem factoring helps report writers identify cause and effect by breaking down the defined problem into a series of logical, connected questions.

DIFFICULTY:  difficult; PAGE:  320; TYPE:  concept

89.  You have been asked to help a company find ways to reduce the amount it 

       spends on employee health and dental benefits. Write a purpose statement for 

       the report that you will produce.

ANSWER:  To analyze the employee health and dental benefits and suggest ways to reduce expenses.

DIFFICULTY:  moderate; PAGE:  321; TYPE:  application

90.  What source is a good starting point when you need to find information on a 

       specific publicly traded company?

ANSWER:  The Directory of Companies Required to File Annual Reports with the Securities and Exchange Commission, which is available in most public libraries.   

DIFFICULTY:  moderate; PAGE:  325; TYPE:  application

91.  What is the greatest problem you face when accessing business information 

       on the Internet?  

ANSWER:  Because anyone can post anything on the Internet, the information it contains is often biased, inaccurate, or exaggerated.

DIFFICULTY:  moderate; PAGE:  328-29; TYPE:  application

92.  List at least three recommendations for developing effective surveys.

ANSWER:  (1) Design questions whose answers are easily tabulated or analyzed. (2) Avoid leading questions. (3) Ask only one thing at a time. (4) Pretest the questionnaire.

DIFFICULTY:  difficult; PAGE:  332; TYPE:  application

93.  What is the difference between a reliable survey and a valid survey?

ANSWER:  A reliable survey produces identical results when repeated.  A valid survey measures what it’s intended to measure.

DIFFICULTY:  difficult; PAGE:  332; TYPE:  concept

94.  What are open-ended questions? What is their function?

ANSWER:  An open-ended question is one that requires more than a simple yes or no answer. It invites the interviewee to reveal feelings, provide information, and offer an opinion.

DIFFICULTY:  moderate; PAGE:  334-35; TYPE:  concept

95.  Explain the difference between a conclusion and a recommendation.

ANSWER:  A conclusion is the logical interpretation of the facts in your report; it is based on the evidence at hand. A recommendation suggests what should be done about those facts.

DIFFICULTY:  moderate; PAGE:  340; TYPE:  concept
Essay

96.  Describe the ways that analytical and informational reports differ.

ANSWER:  Analytical reports include analyses and recommendations. They are written to help managers make decisions, and they often recommend a specific course of action. Informational reports present unbiased information; they do not offer recommendations.

DIFFICULTY:  moderate; PAGE:  310; TYPE:  concept

97.  Explain the three main ways that external proposals differ from internal 

       proposals.

ANSWER:  (1) Because external proposals are directed to outsiders, they should be more formal. (2) They are legally binding. (3) You must convince the readers that your company is the best source of a product or service. Doing so requires devoting much of your space to explaining your experience, qualifications, facilities, and equipment.

DIFFICULTY:  difficult; PAGE:  315-16; TYPE:  concept

98.  List and describe the seven elements that usually are part of a formal work

       plan.

ANSWER:  (1) Statement of the problem: This clarifies the problem you are addressing and helps you stay focused on the goal. (2) Statement of the purpose and scope of your investigation: This describes what you plan to accomplish and the boundaries of your work. It states what you will and will not cover. (3) List of tasks to be accomplished: This includes the things to do, the amount of time needed for each task, the research necessary, and any constraints.( 4) Description of any products that will result from your investigation: Sometimes this will consist only of the report. In other cases, there may be additional deliverables. (5) Review of the project assignments, schedules and resource requirements: Who will be responsible for what? When will tasks be completed? Who will coordinate the process? How much will it cost? (6) Plans for following up after delivering the report: Follow-up helps make sure that the information gets to the right people and shows you care about your work's effectiveness. (7) Preliminary outline: This is an initial outline of the report you will produce.

DIFFICULTY:  difficult; PAGE:  323-24; TYPE:  concept

99.  Explain the difference between primary and secondary information.

ANSWER:  Primary information comes directly from an original source. You might look at an original document such as a sales report, a memo, or a balance sheet or talk with an expert in the field or with someone who has direct experience with your issue. For secondary information you usually go to the library or visit a website. There you look for information that a writer has produced on your subject. 

DIFFICULTY:  moderate; PAGE:  325; TYPE:  concept

100.  List and briefly explain at least three strategies to use in a report for 

         establishing a good relationship with your audience.

ANSWER:  (1) Use the “you” attitude.  Show readers how your report answers their questions and solves their problems.  (2) Emphasize the positive.  Even if your report recommends a negative action, state the facts and make your recommendations positively.  (3) Establish your credibility.  Be thorough, research all sides of your topic, and document your findings with credible sources.  (4) Be polite.  Be courteous, kind, and tactful.  (5) Use bias-free language.  Make sure to avoid blunders in language related to gender, race, ethnicity, age, and disability.  (6) Project the company’s image.  Whether your report is intended for an internal audience or an external one, adapt your style and language to reflect the image of your organization. 

DIFFICULTY:  difficult; PAGE:  343; TYPE:  concept
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