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 Essay/Article Report Common Criteria for 
Business Reports 

Topic • is usually based on offering a question, problem, or 
proposition 

• is based on information usually presented through an 
argument or a research study 

• is based on information, quantitative/ qualitative and/or 
practical work 

• is usually more unbiased/objective than an essay/article 
(less opinions, more quantitative information, etc.) 

Purpose • is used to enter into an ongoing conversation about an 
issue, argument, question, etc. 

• uses critical thinking; i.e., shows actual critical-
thinking process 

• articulates well-argued process/response 
• establishes a thesis and presents credible evidence to 

support thesis 
• emphasizes process first—then product 

• clarifies and presents issue, argument, question, etc. in 
concise form 

• presents results of critical thinking, usually in form of 
empirical results—and/or— 

• compares/contrasts results—and/or— 
• emphasizes product—over process—although it sums 

up process 

Audience/ 
Reader 

• addresses—usually—primary audience most 
strongly… and then secondary audience 

• addresses—usually—at primary, secondary, and 
tertiary audiences… equally 

Rhetoric • is concerned with ethos through showing credible 
support for opinions, suppositions, and ideas 

• is concerned with pathos 
• is concerned with logos 

• is concerned with ethos  
• is concerned with pathos 
• is concerned with logos 

Format • is text heavy with few illustrations (normally) • is visually and textually balanced with many 
illustrations 

Style • uses professional language 
• can be subjective as long as content is based on 

credible supports 

• uses more objective language 
• uses shorter sentences than an essay/article 
• takes advantage of techniques such as bullet points, 

sub-headings/outline styles, and/or shorter sentences 
Success • is definitely interesting to peers—and involves peers 

(in ongoing, discourse community conversations) 
• is current, and uses current sources—or connected to 

current issues—while being aware of historical 
ramifications 

• is deemed successful based on how it presents a clear 
purpose, works through critical thinking steps (see 
Bloom’s Taxonomy), and proves its thesis 

• is based on audience needs (usually corporate and 
multiple audience) 

• involves an objective presentation 
• does the work for the audience by presenting a ready-

made analysis of a issue, question, concern, etc. to the 
audience(s) 

Sources • integrates appropriate and credible sources throughout 
• references source material (quotations, paraphrases, 

etc.) 

• delineates appropriate and credible sources throughout 
• references source material (quotations, paraphrases, 

etc.) 
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   1. Outline your article/articles. 
   2. Note any common threads within the article (and between the three articles, if you are working with three). 
   3. Highlight these common ideas/themes with unique highlight colors (e.g., purple for one idea, blue for another, etc.). 
   4. Use any historical information as a foundation/starting point for your report to give your audience background information. 
   5. Set up any current issues in the article(s). 
   6. Give any statistics you have. Use Excel to design pie charts or graphs, etc. 
   7. Give any possible 'solutions.' This section will be briefer than the first part of the report. 
 
Remember... reports are much shorter than essays/articles; that's one of the strong draws to using reports. 
 
Make sure you include the following basic sections: 
 
   1. An abstract: Write this last. 
   2. An introduction: This is where you "tell your readers what you're going to tell them." 
   3. Then tell your readers: 

• Any foundation material: This is where you give any historical/background information (summed up) 
• The current concern - whatever it is 
• Any graphs, statistics, images, etc. 
• Any possible solutions: Again, this will be somewhat brief 

   4. Your wrap up: This is where you tell them what you told them. 
 
You won't need a table of contents, as your report isn't going to be long enough. You can format this in one or two columns... although a two-
column paper will look more like a report. 
 
This is a trial and error assignment, and it's individual to a point. If you gave these three articles to 12 different people, you might have 12 different 
reports turned in. This article is also more difficult because you don't have a boss presenting you with a specific audience. 
 
While grading, I'm going to give flexibility to individual choices... but I want to make sure that… 
 

• the main points are covered (using critical thinking) 
• the organization is very strong 
• it reads like a report 

          o much less text 
          o much more white space 
          o good headers 
          o good sub-headers 
          o bullets where appropriate 
          o some visuals 

 


