
WRITING A SITUATION REPORT FORMAT

Make a list of your target contacts and set a target completion date for the situation report. For example, if your company
sent a large order to the wrong address.

Be precise with dates, times and facts. Make a list of your target contacts and set a target completion date for
the situation report. Include all the relevant information. Photo Credits. Write the situation report in a
matter-of-fact way without revealing your personal feelings. In the above example, you would want to get a
detailed timeline of all the events might have contributed to the order being shipped to the wrong address. Tips
Keep in mind the readers of the report and what they need to know about the situation. Regular progress
reports will likely follow the initial situation report, so you need only describe what is happening currently,
not what might happen in the near future. Conjecture and opinion do not belong in a situation report.
Summarize the situation at the top. Ask open-ended questions and probe for additional details if your source
does not offer all the information you want. She was certified as a life and weight-loss coach and master
practitioner of neuro-linguistic programming in  Follow with paragraphs arranged in a coherent manner,
detailing each decision, event and detail and that contributed to the situation. Collect and gather data. Record
contact details for each person you interview, including full name, professional title, date of birth, address and
telephone number. Avoid adjectives if you can. Follow up on your initial situation report with regular progress
reports, if needed. Take detailed notes and if possible, use a handheld tape recorder for interviews. Assess the
situation. Compose the report in logical order. Communicate with each individual targeted in the initial
assessment to get his feedback on the situation.


