
BUSINESS REPORT TITLE PAGE

When you present a business report, the cover page is the first thing that is seen by your Title/Subtitle: Your report title
and subtitle (if you have one) should be.

This will make reading the report easier, since the reader will already know what to expect. The cover page
appears at the beginning of the document by default. This cover page is exactly what anyone can ask for. The
main heading or the title of the document is given its due importance and is quite visible on the left side while
all the other important details are placed elegantly all over the page. But you can use this template as a starting
point for how to compose and organise your own report. Because they require the organization of facts,
business reports may not be the most pleasant documents to write. Writing Tips: The Structure of a Business
Report Writing Tips: The Structure of a Business Report As well as being clear, concise and formal, a good
business report should have a structure that makes it easy to follow. This is a good place to put in-depth data
that does not fit easily into the main report, such as interview transcripts or survey results. Introduction â€” A
summary of the brief you received for the report. The new template retains the field entries. Key elements of
the report cover page: The main details include in the report cover page are: The name of the author The file
names The version of the document Recipient Report cover page templates: Those people who are not familiar
with the format of the cover page can use the template. They can be used for a variety of purposes, including,
but not limited to: Corporate Annual Reports. Very simple basic corporate cover page. The Microsoft Office
suite comes with a few well-designed cover pages that you can re-purpose for your document. It should be no
more than three sentences long. No matter you want to download a cover page template for personal use or
your business, there is always a unique style for you to use. The why and wherefore is communicated through
a specific title, the author name, date, a one-liner on the subject and any other bit of important information that
you think is important for the reader. You can easily edit graphical cover page elements like any other image.
To create a cover page that really stands out, pay close attention to the following areas: Style: As mentioned
earlier, the cover page should be a reflection of what is inside the document. Consider the merits: A cover
page gives the reader a quick visual of the content inside. The dropdown for Cover Page is the first feature you
will spot on the menu under Pages. The author name might appear by default if the Microsoft Office
installation is in your name. Click on Save to finalize the cover page as a document. This structure may vary
slightly depending on the length and type of report. Pick one from the 16 pre-formatted templates and three
more on Office. Whether you are a new firm or an old established business, cover pages are equally important
as they are part of the report and important in making an impression. Methods and Findings â€” A more
detailed look at data collection and analysis methods, along with the main findings of your research. And
finally, if required, you can include extra information in your report by adding an appendix or multiple
appendices if you have a lot of material to include. Layout: The layout design of the report cover page is
where you bring all the elements together. The format of the cover page: There is no rule or strict format to
follow while preparing a report cover page. So, you can change any part of the template on the fly. You can
format all fields just like normal text. Add these selections to the Quick Parts gallery. If you find this
cumbersome, then we have lots of free templates that you can download for free. Apart from this, drafting a
cover sheet for your report from scratch can be time-consuming. For this purpose, you can use different styles
and themes. A business cover page looks highly professional A business cover page enables the reader to
immediately read the title of the report and comprehend what the report is about. This is what the dialog box
looks like: Name: Give the cover page a Name.


