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What are reports? What purposes do they serve?
 Reports channel information upwards in an organisation. ‘Upwards’ means reports emanate from employees and are directed at management.
Reports serve the purpose of keeping managers informed of developments on the ground so that appropriate decisions can be made/taken.
Types of reports
Reports are differentiated by the type of purpose they aim to serve or fulfil. Keep in mind that a single report can have more than one purpose.  See the different types of reports in your study guide. Study and understand them. In short, these are: evaluation reports, feasibility study, incident reports, information reports, investigative reports, performance reports, progress/interim reports, productivity reports, reports on corporate research project, sales reports, and technical reports.
The investigative report
You must know the definition and purpose of the investigative report as outlined in your study guide. Investigative reports are a management tool used to identify problems, gather information, explore the circumstances, present possible solutions, draw conclusions and in the end, recommend the best course of action.
The important thing to remember about investigative reports is that investigative reports should be based on facts and these facts should be supported by documents and other evidence such as interviews.
In compiling a report keep this in mind: a report should include the methods used to collect data (evidence). Since a report (investigative report) is used to identify problems, it should consequently offer solutions to the identified problems. This should be in the form of suggestions called recommendations. You suggest possible solutions to the managers. Your solutions are not final and you do not have the authority to enforce them. Yours is only to offer suggestions on how best to solve the problems. You offer recommendations. Do not use the word must when writing your recommendations.
Study and know the 5 steps of the investigative report. These are the subheadings of the investigative report. It is important to know what information falls under each subheading. These subheadings are: terms of reference, procedures, findings, conclusions, and recommendations.
It is easy to confuse the last three subheadings: findings, conclusions and recommendations. To avoid this confusion, remember that:
Findings are raw facts without any form of explanation or contextualisation. Simply state the information you found out while carrying out your procedures. What did Mr XYZ say (finding) when you interviewed him (procedure). What information did you find out (finding) when you studied dockets at the local police station (procedure)? Findings are always written in the past tense because you would already have carried out the procedures necessary to make findings
Conclusions: The study guide describes conclusions as comments, analysis and interpretations of the factual information. What conclusions can be drawn from your ‘findings’? For example, let us say Mr XYZ told you during the interview that he earns R2000 while his colleagues earn R2500 even though they have the same qualifications, experience and do the same job. This will be your ‘finding’. You can draw the following ‘conclusion’ from this finding: remuneration at the company where Mr XYZ works is not consistent. What you are doing here is putting the factual information (finding) into perspective by analysing and contextualising it (conclusion). Again let us say while studying dockets at your local police station you realised that 60% of cases featured offences by minors (finding), you could the sum up that juvenile delinquency is rife in your community (conclusion).
Recommendations are suggestions that you offer with the aim of solving the identified problems. You would say, for example, in the case of Mr XYZ: it is recommended that a remuneration audit be carried out by the company to establish if there are any inconsistencies in the remuneration policy of the company. In the second example you could say: it is recommended that play areas are established so as to get children off the streets. Do not use the word ‘must’. Use the moderate ‘should’.
The findings you make should have corresponding conclusions. They should also be numbered in a corresponding manner. That is; finding 2.1 (from procedure 1.1) should have a matching conclusion 3.1. This is only an example. In reality your subheading would be numbered and the information that fall under them would be numbered as well. The trick is to be consistent in your numbering.
Remember that over and above all, this is an English module. Use formal English. Check your work for typing and spelling errors. Avoid emotive language, sms style (u, b4), abbreviations (rep instead of representative) and contractions (can’t instead of cannot) and slang (gonna, wanna, shouda).
