
BUSINESS REPORT LESSON PLAN

In this lesson plan, students will learn about writing business reports. After talking and reading about it, they will create
their own business report on a real-world business. Write informative/explanatory texts to examine and convey complex
ideas, concepts, and information.

Older employees repeatedly had problems with HMO prescription drugs procedures. Enter the appropriate
client information. Using an expected and clear organization helps a lot toward reader comprehension. Too
much of either, however, is overwhelming the audience with a shower of numbers and words that may be
meaningless if not thoroughly explained and put into context. Repeat steps 3 and 4 until you have entered all
of your clients. First of all, business reports provide important information for management that is timely and
factual. Employees between the ages of 22 and 30 report few problems with HMO. When writing business
memos make sure to clearly mark for whom the memo is intended, the reason for writing the memo and who
is writing the memo. Important Points to Remember A report is divided into four areas: Terms of Reference-
This section gives background information on the reason for the report. Read the short example business
report and follow the tips below. Practicing meeting structure in groups, perhaps having students hold
meetings on projects, will help students participate appropriately in business meetings in the future. Teaching
the genres of reports, meetings, and presentations will help your students communicate clearly and
appropriately in the business world. However, these opinions should be based on facts presented in the
"findings". Memos tend to inform colleagues of office and procedural changes that apply to a large group of
people. Reports are nearly always written to solve a business problem. However, there is no reason a report
should be poorly written and a number of ways for the writer to clarify and actually communicate to an
audience. Consideration of audience necessarily entails limiting statistics and jargon, or at least explaining
both and putting them in context. The basic organization of a meeting that participants are used to, and which
should be taught, involves opening remarks and greetings, going over the minutes of the prior meeting,
discussing and amending the agenda, welcoming any guest speakers, and having various participants give an
update or brief oral report to the group as a whole on the status of their projects. And teaching these different
genres of reports, meetings, and presentations also involves teaching more traditional ESL skills of reading,
writing, speaking, listening, and pronunciation. Not all do, however, and to someone outside the field of
education, the term is foreign indeed. Best regards,. Rarely 1 Executive Summary The executive summary
should include a summary of all of the key points, the idea is that an executive can read the summary and if it
appears logical and inline with expectations the recommendations can be followed without the need to read
further. Conclusions Older employees, those over 50, are having serious problems with our HMO's ability to
provide prescription drugs. In addition, by nature business people see themselves connected more to the world
of commerce than of academia. Reports maybe commissioned because there is a crisis or they maybe routine.
Specific Genres to Teach for Business English 1 Reports It is almost a truism that business reports are poorly
written, even when written by native speakers of English: dense, full of jargon and statistics, its main ideas
buried under an avalanche of unfamiliar terms and numbers. As you can see, once you have entered the
appropriate client information, processing orders will require NO paperwork on your part. Some problems
were encountered when requesting vacation due to what is perceived as long approval waiting periods. As
with most genres, there are definite expectations of structure and vocabulary in Business English. And if you
are interested in more, you should follow our Facebook page where we share more about creative, non-boring
ways to teach English. Conclusions- The conclusions provide logical conclusions based on the findings. These
skills can actually be taught in a Business ESL class. Thank you all for your help in putting this new system
into place. Rather, support, such as the example, anecdote, or statistics, can be delivered orally, and not part of
the Powerpoint. It is important to make sure that there is at least an indicator of what the Return on Investment
would be. These will be issued next week. Conclusions Conclusions are drawn on the findings which provide
reasons for recommendations. The writing style used for business reports should present information without
strong opinions, but rather as direct and accurately as possible. The structure of a business meeting is generally
casual; for example, sometimes participants leave briefly and then return; formal recognition is usually not
needed by the meeting leader to speak, and so forth. Information technology improvements should be
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considered as employees become more technologically savvy. In Business studies courses this could be done
later, because the exact business problem may not be given by the lecturer. What are your experiences and
thoughts about teaching Business ESL? In speeches and presentations, speakers are expected to proceed from
general comments and welcomes to an overview of the main topics of the presentation and then to its specific
details. The most common suggestion for improvement was for the ability to process benefits requests online.


