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Business Report Writing

Executive Summary – A brief section placed at the very beginning of a report that encapsulates the main
purpose, key findings, and principal recommendations. It allows busy readers to grasp the essence of the
document without reading the whole text. For example, a report on market entry might state: “The analysis
shows a 15 % growth potential in the target region, and recommends a phased launch with a focus on
digital channels.” The challenge of writing an effective executive summary lies in condensing complex
information into a concise narrative while preserving accuracy and relevance.

Introduction – The opening part of a business report that sets the context, outlines the problem or
opportunity, and states the objectives. It often includes background information, the scope of the study,
and the intended audience. A clear introduction might read: “This report investigates the decline in
customer satisfaction scores for XYZ Ltd. over the past twelve months, with the aim of identifying root
causes and proposing actionable improvements.” A common pitfall is providing too much historical detail;
the introduction should remain focused on what the report seeks to achieve.

Purpose – The specific reason for commissioning the report. Understanding the purpose guides the
selection of data, the analytical approach, and the tone of the document. Purposes can be descriptive (to
explain a situation), analytical (to examine causes), or persuasive (to convince stakeholders of a particular
course of action). For instance, a feasibility study’s purpose is to determine whether a new product line is
financially viable. Misidentifying the purpose often leads to irrelevant content and wasted effort.

Scope – The boundaries that define what the report will cover and what it will exclude. Clearly stating the
scope prevents scope creep and aligns expectations. An example of scope definition: “The analysis will cover
sales performance in the UK and Germany for the fiscal year 2023, excluding the Eastern Europe market.”
Challenges arise when stakeholders have differing expectations about scope; a well‑crafted scope statement
mitigates this risk.

Audience – The people who will read the report, ranging from senior executives to operational staff or
external investors. Knowing the audience influences language complexity, level of detail, and the type of
visual aids used. A report for senior management may employ strategic language and high‑level metrics,
while a report for operational teams might include detailed process flowcharts. Ignoring audience needs
can result in a document that is either too technical or too simplistic.

Methodology – The systematic plan used to collect and analyse data. It explains the research design, data
sources, sampling techniques, and analytical tools. A typical methodology section might state: “Data were
gathered through semi‑structured interviews with 20 key customers and analysed using thematic coding.”
The challenge is to be transparent enough for the reader to assess reliability without overwhelming them
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with technical jargon.

Primary Data – Information collected directly by the researcher for the specific purpose of the report.
Examples include surveys, interviews, focus groups, and observations. Primary data provide fresh insights
but may be time‑consuming and costly to obtain. For instance, a company may conduct an online survey of
500 customers to gauge satisfaction with a new service.

Secondary Data – Information that already exists and is repurposed for the current analysis. Sources include
industry reports, government statistics, academic journals, and internal company records. Secondary data
are useful for benchmarking and contextualising primary data. A common challenge is ensuring the
secondary data are up‑to‑date and relevant to the specific business context.

Quantitative Data – Numerical information that can be measured and subjected to statistical analysis.
Examples are sales figures, market share percentages, and response rates. Quantitative data enable the
creation of charts, graphs, and statistical models. A challenge is avoiding misinterpretation of statistical
significance, especially when sample sizes are small.

Qualitative Data – Non‑numerical information that captures attitudes, motivations, and experiences. Sources
include interview transcripts, open‑ended survey responses, and observational notes. Qualitative data
provide depth and context that numbers alone cannot convey. The main difficulty lies in analysing such data
systematically, often requiring coding and thematic analysis.

KPI (Key Performance Indicator) – A measurable value that demonstrates how effectively a company is
achieving its key business objectives. KPIs are central to the findings section of many reports. Examples
include “customer churn rate,” “average order value,” and “employee turnover.” Selecting appropriate KPIs is
crucial; irrelevant KPIs can obscure the true performance picture.

Metric – A specific measurement used to track performance, often expressed as a ratio or percentage.
Metrics differ from KPIs in that they may be more granular or operational. For example, “website bounce
rate” is a metric that informs the broader KPI of “online conversion efficiency.”

Findings – The factual results derived from the data analysis. This section presents the evidence without
interpretation, often using tables, charts, and bullet points for clarity. A finding might read: “The survey
revealed that 62 % of respondents consider price the most important factor in purchasing decisions.” The
challenge is to present findings objectively, avoiding bias or selective reporting.

Analysis – The interpretive part of the report where the findings are examined in the context of the research
questions and objectives. Analysis links data to insights, often employing tools such as SWOT (Strengths,
Weaknesses, Opportunities, Threats), PESTLE (Political, Economic, Social, Technological, Legal,
Environmental), or Porter’s Five Forces. For instance, an analysis could explain why a decline in sales aligns
with a new competitor’s entry into the market. A common pitfall is conflating analysis with
recommendations; clear separation maintains logical flow.
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Recommendation – Actionable advice derived from the analysis, aimed at solving the identified problem or
exploiting an opportunity. Recommendations should be specific, feasible, and linked to the evidence
presented. An example might be: “Introduce a tiered pricing model to capture price‑sensitive segments,
supported by a pilot test in Region A.” Challenges include ensuring recommendations are realistic within
budget and time constraints, and that they are prioritized appropriately.

Conclusion – The final section that summarises the overall argument, reiterates the main findings, and
reinforces the most critical recommendations. It provides closure without introducing new information. A
concise conclusion could state: “The investigation confirms that product pricing and service quality are the
primary drivers of customer satisfaction, and the proposed pricing revisions are expected to increase market
share by 8 % within twelve months.”

Appendix – Supplementary material placed at the end of the report, containing detailed data tables, raw
survey responses, technical notes, or additional calculations. Appendices allow the main body to remain
focused while still providing full transparency. A challenge is deciding what belongs in the appendix versus
what should be integrated into the main text.

Reference List – A complete enumeration of all sources cited within the report, formatted according to a
chosen citation style (e.g., Harvard, APA, or Oxford). Proper referencing enhances credibility and allows
readers to verify information. For example: “Smith, J. (2022). *Market Trends in Renewable Energy*. London:
Green Press.” Failure to reference correctly can lead to accusations of plagiarism and undermine the report’s
authority.

Citation – The brief in‑text acknowledgment of a source, typically including the author’s name and year of
publication, which directs the reader to the full reference. In a report, citations might appear as: (Brown,
2021). Proper citation avoids plagiarism and demonstrates academic rigour.

Formatting – The visual arrangement of text, headings, tables, and graphics. Consistent formatting enhances
readability and conveys professionalism. Common standards include using a legible font (e.g., Arial 11 pt),
1.5‑line spacing, and numbered headings (e.g., 1, 1.1, 1.1.1). Inconsistent formatting can distract readers and
suggest a lack of attention to detail.

Layout – The overall design of the report pages, encompassing margins, page numbers, headers, footers,
and the placement of visual elements. A well‑planned layout ensures that information flows logically and
that key sections are easy to locate. For instance, placing the table of contents on page 2 and the executive
summary on page 3 follows typical business conventions.

Heading – A title that introduces a new section or subsection, usually formatted in a larger or bold typeface.
Headings provide a roadmap for the reader. Example: “3 Methodology”. Over‑use of headings can fragment
the narrative, while under‑use may make the document appear dense.

Bullet Point – A concise list format used to present items, steps, or key ideas in a clear, scannable way. Bullet
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points are especially useful in the executive summary and recommendations sections. For example: “Key
actions: • Review pricing strategy • Enhance customer support channels • Launch targeted marketing
campaign.” A challenge is ensuring each bullet remains succinct and does not become a mini‑paragraph.

Table – A grid that organizes data into rows and columns, facilitating comparison and precise referencing.
Tables are ideal for presenting financial figures, survey results, or KPI trends. An example table might show
quarterly sales growth across three regions. Common mistakes include overcrowding tables with too many
columns, which reduces legibility.

Chart – A visual representation of data, such as a bar chart, line graph, or pie chart. Charts help readers
quickly grasp trends and relationships. For instance, a line graph depicting monthly revenue over a year can
illustrate seasonal fluctuations. The challenge lies in selecting the appropriate chart type and avoiding
distortion of data through misleading scales.

Graph – Similar to a chart, a graph displays data points and their relationships, often used for more complex
statistical information. Examples include scatter plots showing the correlation between advertising spend
and sales volume. Graphs require clear labeling of axes, legends, and data sources to avoid
misinterpretation.

Visual Aid – Any graphic element that supports textual information, including tables, charts, graphs,
diagrams, and infographics. Effective visual aids enhance comprehension, especially for non‑technical
audiences. However, over‑reliance on visuals can obscure the narrative if the accompanying explanation is
insufficient.

Infographic – A stylised visual summary that combines graphics, icons, and brief text to convey information
at a glance. Infographics are useful for executive summaries or presentations but should not replace
detailed analysis within the report.

Footnote – A note placed at the bottom of a page that provides supplementary information or source
details. Footnotes are commonly used in formal reports to avoid interrupting the main text flow. For
example, a footnote may clarify a term or cite a specific data source. Overuse can clutter the page, while
under‑use may leave readers uncertain about data provenance.

Glossary – An alphabetical list of specialised terms used in the report, along with their definitions. A glossary
assists readers unfamiliar with industry jargon. For example: “Churn – The proportion of customers who
discontinue a service within a given period.” The challenge is selecting which terms merit inclusion without
over‑loading the glossary.

Stakeholder – Any individual or group with an interest in the report’s outcomes, such as investors,
employees, customers, regulators, or suppliers. Identifying stakeholders early helps tailor the report’s
content and tone. For example, a report on sustainability initiatives will need to address both regulatory
requirements and consumer expectations. Ignoring key stakeholders can lead to resistance or missed
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opportunities.

Risk Assessment – The process of identifying, evaluating, and prioritising potential risks associated with a
proposed action. In a business report, a risk assessment may accompany recommendations, outlining
possible negative consequences and mitigation strategies. For instance: “Risk: Supplier disruption –
Mitigation: Develop secondary sourcing agreements.” A common difficulty is balancing thoroughness with
brevity.

Cost‑Benefit Analysis – A systematic approach to comparing the financial costs of a proposal against its
expected benefits. This analysis often appears in feasibility studies and investment proposals. Example:
“Projected net present value (NPV) of the new product line is £2.5 million, outweighing the initial capital
outlay of £1.2 million.” The challenge is obtaining reliable cost estimates and quantifying intangible benefits.

Return on Investment (ROI) – A performance metric that measures the profitability of an investment,
expressed as a percentage. ROI is frequently used to justify recommendations. Formula: (Net Gain /
Investment Cost) × 100. For instance, an ROI of 35 % may be deemed acceptable for a marketing campaign.
Miscalculating ROI can mislead decision‑makers.

Benchmarking – The practice of comparing an organization’s performance against industry standards or
best‑practice peers. Benchmarking data can be incorporated into the findings to highlight gaps or
strengths. Example: “Our customer satisfaction score of 78 % falls below the industry average of 85 %.”
Challenges include obtaining comparable data and ensuring relevance.

SWOT Analysis – A strategic tool that evaluates Strengths, Weaknesses, Opportunities, and Threats. Often
presented in a four‑quadrant table, SWOT helps structure the analysis section. For example: “Strength:
Strong brand recognition; Weakness: Limited online presence; Opportunity: Growing e‑commerce market;
Threat: New entrant with lower prices.” The difficulty is ensuring each point is evidence‑based rather than
opinion‑based.

PESTLE Analysis – A framework that examines external macro‑environmental factors: Political, Economic,
Social, Technological, Legal, and Environmental. PESTLE is useful for contextualising findings, especially in
market entry reports. Example: “Economic factor – Anticipated inflation of 3 % may affect consumer
purchasing power.” Over‑generalisation can dilute the analysis’s usefulness.

Porter’s Five Forces – A model that assesses competitive forces: Threat of new entrants, bargaining power of
suppliers, bargaining power of buyers, threat of substitutes, and industry rivalry. This model is commonly
employed in strategic reports. For instance: “High bargaining power of buyers is evident from the
price‑sensitivity observed in recent surveys.” Applying the model without sufficient data can lead to
superficial conclusions.

Action Plan – A detailed schedule that outlines the steps required to implement recommendations,
including responsibilities, timelines, and required resources. An action plan might list: “Task: Revise pricing
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structure – Owner: Finance Manager – Deadline: 30 June – Resources: Market analysis software.” The
challenge is ensuring the plan is realistic and that responsibilities are clearly assigned.

Timeline – A chronological representation of project milestones and deadlines. Timelines help stakeholders
visualise the sequence of activities and monitor progress. Gantt charts are a common visual format for
timelines. A poorly defined timeline can cause delays and misaligned expectations.

Milestone – A significant point or event in a project’s lifecycle, often marking the completion of a major
deliverable. Milestones are used to track progress against the timeline. Example: “Milestone: Completion of
pilot test – Date: 15 September.” Over‑loading a project with too many milestones may reduce clarity.

Deliverable – A tangible or intangible output that must be produced as part of the project. In a report,
deliverables might include the final document, a presentation deck, and an executive briefing. Clear
definition of deliverables ensures accountability.

Compliance – Adherence to legal, regulatory, and internal policy requirements. Reports that involve financial
or environmental data often need a compliance section to demonstrate that all relevant standards have
been met. For example, a sustainability report may reference ISO 14001 certification. Failure to address
compliance can expose the organisation to legal risk.

Confidentiality – The obligation to protect sensitive information from unauthorized disclosure. Business
reports frequently contain proprietary data, and a confidentiality statement at the front of the document
clarifies handling expectations. Example: “This report contains confidential information and is intended
solely for internal use.” Breaches of confidentiality can damage reputation and lead to legal consequences.

Ethics – The moral principles guiding the collection, analysis, and presentation of information. Ethical
considerations include obtaining informed consent for primary data collection, avoiding data manipulation,
and presenting findings honestly. An ethical lapse, such as selective reporting, undermines credibility.

Clarity – The quality of being easily understood. Clear writing uses simple language, precise terms, and
logical structure. In business reports, clarity is achieved by defining acronyms, avoiding jargon, and using
short sentences. For instance, replace “utilise” with “use.” Lack of clarity can cause misinterpretation and
costly mistakes.

Conciseness – Expressing ideas in as few words as necessary without sacrificing meaning. Concise writing
respects the reader’s time and improves impact. Techniques include eliminating redundant phrases (“each
and every”) and using active voice. Over‑concision, however, can omit essential detail.

Objectivity – Maintaining a neutral stance, presenting facts without personal bias. Objective reporting relies
on evidence and avoids emotive language. For example, instead of saying “the disastrous sales decline,”
write “sales declined by 12 %.” The challenge is to remain impartial when the data point to uncomfortable
truths.
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Persuasiveness – The ability to influence the audience to accept a viewpoint or take action. Persuasive
elements appear primarily in the recommendations and conclusion, where logical arguments, credible
evidence, and compelling language are combined. Over‑reliance on rhetoric without solid evidence
weakens persuasiveness.

Tone – The overall attitude conveyed by the writing, ranging from formal and professional to conversational.
Business reports typically adopt a formal tone, using third‑person perspective and avoiding contractions.
For example, “The analysis indicates” rather than “We think.” Inconsistent tone can confuse the reader and
reduce perceived professionalism.

Professionalism – The adherence to standards of conduct, presentation, and communication expected in
business contexts. This includes correct spelling, grammar, punctuation, and consistent formatting.
Professional reports also respect deadlines and follow organisational style guides. Lapses in professionalism
may diminish the author’s credibility.

Style Guide – A set of rules that dictate the presentation and language conventions for documents within an
organisation. Common elements include preferred fonts, heading hierarchy, citation format, and colour
schemes. Using the style guide ensures brand consistency across reports. Failure to follow the guide may
result in rework and a fragmented corporate image.

Citation Style – The specific format for referencing sources, such as Harvard, APA, or Oxford. The chosen
citation style determines how in‑text citations and reference entries are structured. Consistency in citation
style is essential for academic integrity and readability. Switching styles mid‑document can cause confusion.

Plagiarism – The unethical practice of presenting someone else’s work as one’s own. In business reports,
plagiarism can occur through uncredited text, data, or ideas. Preventing plagiarism involves proper citation,
using plagiarism detection tools, and paraphrasing responsibly. Consequences include damage to
reputation and potential legal action.

Revision – The process of reviewing and editing the report to improve accuracy, clarity, and flow. Revision
typically includes checking data integrity, grammar, formatting, and alignment with objectives. Peer review
is a valuable part of the revision process. Skipping revision often results in avoidable errors.

Proofreading – A final check focused on surface errors such as typos, punctuation mistakes, and
inconsistent spacing. Proofreading is distinct from substantive editing; it ensures the document is polished
before submission. Overlooking proofreading can leave noticeable errors that diminish credibility.

Draft – An early version of the report that is subject to further development and refinement. Drafts may be
shared with colleagues for feedback. Multiple drafting cycles help refine arguments and improve structure.
Managing version control is crucial to avoid confusion between draft and final versions.

Version Control – A system for tracking changes to documents, often using file naming conventions (e.g.,
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Report_v1.0, Report_v2.0) or software tools like SharePoint. Effective version control prevents loss of work
and ensures that reviewers comment on the correct iteration. Inadequate version control can lead to
duplicated effort.

Collaboration – Working jointly with others to produce the report, often involving contributions from
subject‑matter experts, data analysts, and editors. Collaborative tools such as cloud‑based document
editors facilitate real‑time input. Coordination challenges include aligning schedules and maintaining
consistent voice.

Stakeholder Engagement – The process of involving stakeholders throughout the report development to
gather input, validate findings, and secure buy‑in. Engagement may involve interviews, workshops, or review
meetings. Effective engagement improves relevance and acceptance of recommendations.

Feedback – Information received from readers or reviewers that highlights strengths and areas for
improvement. Feedback can be formal (written comments) or informal (verbal discussion). Incorporating
feedback enhances the final product. Ignoring feedback may result in a report that fails to meet stakeholder
needs.

Presentation – The oral or visual delivery of the report’s key points to an audience, often using slides or
handouts. A well‑prepared presentation reinforces the written report and can persuade decision‑makers.
Challenges include condensing complex material into a concise slide deck and managing time effectively.

Slide Deck – A collection of presentation slides that summarises the report for an audience. Slide decks
typically include the executive summary, key findings, and top recommendations. Design principles such as
minimal text, high‑contrast colours, and clear graphics improve audience engagement.

Handout – A printed or digital summary of the report distributed to participants during a presentation.
Handouts may contain the executive summary, charts, and contact details. They serve as a reference and aid
retention of information.

Executive Briefing – A short, high‑level meeting with senior leaders to discuss the report’s most critical
insights and actions. The briefing focuses on strategic implications rather than detailed methodology.
Preparing a concise briefing requires distilling the report to its essence.

Decision‑Making – The process by which managers choose among alternatives based on the report’s
evidence and recommendations. Effective decision‑making relies on clear, actionable information. A report
that fails to link recommendations to specific decisions may stall the process.

Implementation – The execution of the actions outlined in the report’s recommendations. Implementation
plans should detail resources, responsibilities, timelines, and monitoring mechanisms. Monitoring ensures
that the intended outcomes are achieved and allows for corrective actions if needed.

Monitoring – Ongoing observation and measurement of performance against the targets set in the action
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plan. Monitoring may involve regular KPI tracking, progress reports, and stakeholder updates. Without
monitoring, it is difficult to assess whether recommendations have delivered the expected benefits.

Evaluation – A systematic assessment of the results after implementation, comparing actual outcomes with
projected benefits. Evaluation may use post‑implementation surveys, financial analysis, or performance
dashboards. Challenges include attributing outcomes to specific actions amidst other influencing factors.

Continuous Improvement – The philosophy of regularly refining processes and practices based on feedback
and performance data. Business reports often embed continuous improvement by recommending iterative
reviews and updates.

Data Integrity – The accuracy, consistency, and reliability of data throughout its lifecycle. Ensuring data
integrity involves validation checks, secure storage, and audit trails. Compromised data integrity can
invalidate findings and erode stakeholder trust.

Data Visualization – The practice of representing data graphically to reveal patterns, trends, and outliers.
Effective visualization follows principles such as appropriate scaling, clear labeling, and avoidance of
decorative elements that do not add meaning.

Chart Type – The selection of a specific graphical format (e.g., bar, line, pie) that best suits the data’s story.
Choosing the wrong chart type can mislead readers; for example, a pie chart is unsuitable for showing
changes over time.

Color Scheme – The palette of colours used in charts and the overall report. Consistent, high‑contrast colour
schemes improve readability, especially for printed versions and for readers with visual impairments.

Accessibility – Designing reports so that they can be used by people with disabilities, including
considerations for screen readers, alt‑text for images, and sufficient contrast. Accessibility enhances
inclusivity and may be a regulatory requirement.

Executive Dashboard – A concise visual summary of key metrics and performance indicators, often placed at
the front of a report or presented as a separate document. Dashboards enable quick assessment of
organisational health.

Narrative – The storyline that connects data, analysis, and recommendations into a coherent whole. A
strong narrative guides the reader through the logical progression of ideas. Poor narrative structure can
make the report feel disjointed and confusing.

Logical Flow – The orderly progression of ideas that ensures each section builds on the previous one.
Logical flow is achieved by linking headings, using transition sentences, and maintaining a clear hierarchy.

Transition Sentence – A brief statement that bridges two sections, signaling a shift in focus. For example:
“Having examined the market trends, we now turn to the competitive landscape.” Transition sentences
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improve readability and cohesion.

Critical Path – The sequence of tasks that determines the minimum project duration. Identifying the critical
path helps allocate resources efficiently and avoid delays.

Resource Allocation – The distribution of personnel, budget, and time among the tasks required to
implement recommendations. Effective allocation balances constraints with priorities.

Budget – The financial plan that outlines expected costs associated with the recommended actions. Budgets
should include line items such as personnel, technology, marketing, and contingency.

Contingency – A reserve of funds or time set aside to address unforeseen events or risks. Including a
contingency demonstrates prudent planning.

Risk Mitigation – Strategies designed to reduce the likelihood or impact of identified risks. For example, “to
mitigate supply‑chain disruption, we will diversify suppliers across three regions.”

Stakeholder Analysis – The process of identifying stakeholders, assessing their interests and influence, and
planning engagement strategies. A stakeholder matrix often visualises this analysis.

Influence Matrix – A tool that maps stakeholders based on their level of influence and interest, guiding
communication efforts.

Communication Plan – A structured approach to delivering information to stakeholders throughout the
report lifecycle. It outlines the message, medium, timing, and responsible party.

Medium – The channel used to convey information, such as email, printed report, presentation, or intranet
posting. Choosing the appropriate medium ensures the message reaches the intended audience effectively.

Message – The core information or call‑to‑action that the report seeks to convey. Crafting a clear message
involves focusing on the most important insight and aligning it with stakeholder priorities.

Call‑to‑Action – A directive that encourages the reader to take a specific step, such as “Approve the budget
by 31 July” or “Pilot the new process in Q3.”

Deadline – The final date by which a task or deliverable must be completed. Clearly stating deadlines
promotes accountability.

Milestone Review – A checkpoint where progress against milestones is assessed, and adjustments are made
as needed.

Project Charter – A document that formally authorises a project, outlining objectives, scope, stakeholders,
and authority. While not always part of a business report, the charter can be referenced when discussing
project‑related recommendations.
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Governance – The framework of policies, procedures, and responsibilities that guide decision‑making and
accountability. Including a governance section can reassure stakeholders that recommended actions align
with corporate oversight structures.

Compliance Audit – An examination to verify that processes and outcomes adhere to regulatory and
internal standards. Audits may be recommended as part of a risk mitigation strategy.

Data Privacy – The protection of personal or sensitive information in accordance with laws such as GDPR.
Business reports that involve customer data must address privacy considerations and secure handling
procedures.

Data Security – Measures taken to safeguard data from unauthorized access, alteration, or loss.
Recommendations may include encryption, access controls, and regular backups.

Ethical Considerations – Issues related to fairness, transparency, and responsibility in data collection and
reporting. Addressing ethical considerations demonstrates corporate integrity.

Legal Disclaimer – A statement that limits liability for the information contained in the report, often used
when sharing forecasts or projections.

Executive Sponsor – A senior leader who champions the report’s objectives and provides strategic oversight.
Engaging the sponsor early can facilitate resource allocation and decision‑making.

Project Management Office (PMO) – The organisational unit responsible for standardising project
governance and supporting project delivery. The PMO may be involved in overseeing the implementation
of report recommendations.

Change Management – The structured approach to transitioning individuals, teams, and organisations from
a current state to a desired future state. Change‑management plans accompany recommendations that
require behavioural or process shifts.

Training Needs Analysis – An assessment that identifies gaps in skills or knowledge that must be addressed
to support recommended changes.

Performance Review – A systematic evaluation of individual or team performance against defined objectives,
often linked to the implementation of recommendations.

Key Takeaway – A succinct statement that highlights the most important insight from a section. Key
takeaways are useful in executive summaries and slide decks to reinforce main points.

Action Item – A specific task assigned to an individual or team, typically listed in the action plan. Action
items should be clear, measurable, and time‑bound.

Responsibility Matrix – Also known as a RACI chart (Responsible, Accountable, Consulted, Informed), this
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matrix clarifies roles for each task.

Feedback Loop – A mechanism that captures information from stakeholders and feeds it back into the
project cycle for continuous refinement.

Scenario Planning – The development of multiple plausible future scenarios to test the robustness of
recommendations.

Sensitivity Analysis – A technique that examines how changes in key assumptions affect outcomes, often
used in financial modelling.

Assumption – A statement taken as true for the purpose of analysis, which should be explicitly documented.
For instance, “Assuming a 5 % inflation rate over the next year.”

Limitation – Constraints or weaknesses in the research design or data that affect the interpretation of
results. Acknowledging limitations enhances credibility.

Scope Creep – The uncontrolled expansion of project scope without adjustments to time, cost, or resources.
Managing scope creep is essential to keep the report focused and on schedule.

Project Timeline – A visual representation of the schedule, often displayed as a Gantt chart, showing start
and end dates for each task.

Milestone Chart – A simplified timeline that highlights major milestones rather than every task, useful for
high‑level communication.

Cost Estimate – An approximation of the financial resources required for a proposed action, often expressed
as a range.

Benefit Realisation – The process of ensuring that projected benefits are actually achieved after
implementation.

Performance Indicator – A metric used to gauge success, similar to KPI but may be more operational.

Benchmark Report – A document that compares an organisation’s performance against industry standards,
often used as supporting evidence.

Best Practice – A method or technique that has consistently shown superior results and is recommended as
a standard.

Gap Analysis – The comparison of current performance with desired performance to identify areas needing
improvement.

Root Cause Analysis – A systematic approach to identifying the underlying reasons for a problem, often
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using tools like the “5 Whys” or fishbone diagram.

Fishbone Diagram – Also known as an Ishikawa diagram, it visualises potential causes of a problem across
categories such as People, Process, and Technology.

5 Whys – A questioning technique that involves asking “Why?” repeatedly until the fundamental cause is
uncovered.

Process Mapping – The creation of a flowchart that depicts the steps in a business process, useful for
identifying inefficiencies.

Lean Six Sigma – A methodology that combines lean principles (waste reduction) with Six Sigma (quality
improvement) to optimise processes.

Value Proposition – The unique benefit that a product or service offers to customers, often a key element in
strategic recommendations.

Business Case – A structured argument that justifies a proposed investment, including analysis of benefits,
costs, risks, and alternatives.

Strategic Alignment – The degree to which recommendations support the organisation’s overarching goals
and strategies.

Corporate Social Responsibility (CSR) – The commitment of a company to act ethically and contribute to
societal goals, which may be incorporated into recommendations.

Environmental Impact Assessment – An evaluation of the potential environmental consequences of a
proposed action, often required for regulatory compliance.

Stakeholder Value – The benefit delivered to stakeholders, encompassing financial returns, social outcomes,
and reputational gains.

Return on Assets (ROA) – A profitability ratio that measures how efficiently a company uses its assets to
generate earnings.

Net Present Value (NPV) – The value of future cash flows discounted to present terms, used to assess the
profitability of an investment.

Internal Rate of Return (IRR) – The discount rate that makes the NPV of an investment equal to zero,
indicating the expected rate of return.

Break‑Even Analysis – A calculation that determines the point at which revenues equal costs, indicating no
profit or loss.

Read online: https://certificates.gsbf.co.uk/guides/5273056/business-
report-writing

Greenwich School of Business and Finance · 22 Jun 2026



G U I D E

Sensitivity Testing – A form of sensitivity analysis that tests how changes in assumptions affect key financial
metrics.

Scenario Modelling – The creation of multiple models to explore different future conditions, aiding strategic
decision‑making.

Data Mining – The process of discovering patterns in large datasets using statistical and computational
techniques.

Machine Learning – A subset of artificial intelligence that enables computers to learn from data and make
predictions or classifications.

Predictive Analytics – The use of statistical models to forecast future outcomes based on historical data.

Descriptive Analytics – The examination of historical data to understand what has happened, often
presented in dashboards.

Prescriptive Analytics – The recommendation of actions based on predictive insights, typically supported by
optimisation algorithms.

Dashboard – A visual interface that aggregates key metrics and visualisations for quick monitoring.

Data Warehouse – A central repository that consolidates data from multiple sources for reporting and
analysis.

Business Intelligence (BI) – Technologies and practices for collecting, integrating, analysing, and presenting
business information.

Key Stakeholder Interview – A qualitative data‑collection method that gathers insights from individuals who
have a significant influence on the issue under study.

Focus Group – A moderated discussion with a small group of participants to explore attitudes and
perceptions.

Survey Design – The process of creating questionnaires that elicit reliable and valid responses, including
question wording, scaling, and ordering.

Likert Scale – A rating scale commonly used in surveys, ranging from “Strongly disagree” to “Strongly
agree.”

Sampling Frame – The list or database from which a sample is drawn for primary data
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