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Summary and General objectives of a work report :

Context review and significance:

- A work report is a structured summary of the business activities during a specific span.
- It offers a summary of significant data, details regarding the company's financial situation, 

and an analysis of the performance of important business areas.

General objectives :
- To evaluate prior results and to detect any shortcomings if any , for future improvement .
- To give a brief overview of your business activity with the information of the employees 

involved as it's crucially significant to provide the information of those employed for the 
activity.
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 General components of a work report  :

1. A customized cover page :
- A professional branded cover page with 

the logo of the organization .
2. Mission , Vision and Values :
- Your organization's mission, vision, and 

value statements serve as the highest 
level summaries of your strategy. 

3. Table Of Contents:
- Including a table of contents at the 

beginning of the report, can make it easier 
for management to find the required 
section .

4. Organizational scorecard views:
- This includes a high-level overview of 

the organization’s or department or 
employee’s scorecard.

5. Detailed pages:
- One detail page must be dedicated to 

each of your objectives or strategic 
goals.

6. Executive summary :
- Include an overall status for each and all 

additional critical information, like 
percent complete and budget spent. 
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Project management  : 

● Project management is the execution of  skills, 
knowledge, techniques  and experience to achieve 
the specific objectives according to the criteria and 
fixed parameters.

● For efficient project management the following 
elements need to be addressed :
 -The drawbacks and issues
 - Objectives and priorities
-  Resources and the budget
- skills required 
- roles and responsibilities of each member
- deadlines
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Financial management :

● Financial management is the strategic planning, 

organizing, directing, and controlling of financial 

endeavours in a business/company/organization.

● Planning, organizing , decision making and 

implementing financial plans are the 4 key 

elements in financial management.

● Capital budgeting , Capital structure, Dividend 

decision and Working capital management 

decision are the four types of Financial 

management.
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Upselling/Cross-selling : 

● Conveys details on the  number and value of items 
upsold or cross-sold to customers .This can be 
used to review to identify future upselling and 
cross-selling opportunities.

● Upselling and cross-selling are very similar 
strategies. Although the methods are different, both 
increase the trader's profits. 

● Upselling increases sales by promising a higher 
quality product, while cross-selling does the same 
by offering to buy more.
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FAQs on WORK REPORTS :

What is a weekly/Monthly/annually reporting Period ?

- The time frame for which a business reports its financial performance and 

financial standing is known as a reporting period. 

- A business/company has the option of using a 12-month financial year or the 

standard 12-month calendar year.

Quick steps to an efficient work report :

- Gather data for the concerned span

- Study and analyze the gathered data

Click here to get the best designs!

https://www.slideteam.net/blog/10-best-monthly-work-report-templates


- Use graphs and charts

- Identify the problems and find the solutions for the solutions

- Review and summarize .

Purpose of a business work report in brief?

- For better future decision making

- Aids in appropriate  explanation , interpretation and prediction of the 

business related events by having a timely track of them.
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ABOUT US

● SlideTeam is a premier Research, Consulting and Design agency that develops
and templatizes industry processes and best practices, frameworks and models across all industry and 
verticals to help customers present their
strategies effectively and convincingly.

● In addition, Slide Team compiles data and statistics from thousands of sources
over a wide range of topics to help customers make intelligent decisions. We
develop and present our research in the form of fully editable PowerPoint
templates to make it easy for our customers to create presentations based on
their individual requirements.

● With a large team comprising of Research Analysts, Statisticians, Industry Experts and Designers spread over 
6 countries, SlideTeam now hosts the world's largest collection of Ready to Use PowerPoint templates on all 
topics and industries.

● Our team consists of professionals from Fortune 500 companies and Top Tier consulting firms involved in the 
process of researching and designing over a million slides that are available for our users on a subscription 
basis.

●  To Contact Us and set up a Live Product Demo join us here .
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