The Elernents of Formal ReportsBecause they are more complex thanmemo-informal reports, they requirea more formally structured formatwith a number of basic elements thatorient readers to the report's topicsand organization.Other elements -appendixes,reference sections, introductions,conclusions, and recommendations-are often associated with the formalreport but do not necessarily makethe report formal; they could alsoappear in an informal report..
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