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Business Reports Worksheet
Business Reports are used to organize information in an accurate, timely, and concise manner in order to assist with the decision-making process in an organization. Business reports share characteristics and may also be customized for a particular use.

Directions: While viewing the Business Report Presentation, fill in the following blanks.

Informal reports may feature:
· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________


Formal reports may feature:
· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________


The key questions to ask when planning a business report are:
· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________


A business report may contain:
· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________

· ____________________________________________
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Your journey starts here.
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