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[bookmark: _GoBack]Assignment 13.1: Interview
Based on the interview I conducted with employees in the food industry, the standard reports the employees receive in the workplace are information and analytical reports.  The purpose of informational reports is to inform and provide data to answer basic questions. The informational reports include progress reports and periodic activity reports (Gurak & Lannon, 297). The employees stated they receive progress reports that aim to monitor the progress and problems of various ongoing projects in the workplace. Another type of report received by employees is periodic activity reports which summarize activities over a specified period. The purpose of periodic reports is internal are commonly prepared by employees to keep their supervisors up to date on their activities. They also help managers monitor the workload. Trips reports are also standard in the workplace, and they focus on travel trips rather than workplace activities. Employers prepare them for employees to convey information on periodic business trips. 
Employees also receive analytical reports, such as recommendation reports and peer review reports (Gurak & Lannon, 306). According to employees, recommendation reports offer a solution to problems experienced in the workplace. Employees write peer review reports. They aim to preserve a good relationship between the employees. The other category of reports in the workplace is formal reports, such as annual reports. The employee stated that formal reports are long, and they entail the front matter, the text of the report, and the end matter. Another common type of report received from decision-makers in the workplace is feasibility reports. This type of report is used when the decision-makers need to assess whether a specific plan is practical.
Employees throughout the organization use the information they gather to make a wide range of decisions. Effective decision-making is a vital skill in any workplace because it allows employees and employers to make efficient decisions that have the best chances of leading to promising results (Gurak & Lannon, 295). A sound reporting system in an organization increase communication. Peer review reports are used to increase communication between employees that facilitate good relationships. Employees can identify potential problems early and act on them accordingly. For example, a recommendation report from an executive enables employers and employees to work in partnership to prevent the problem to achieve maximum effectiveness in a program. Different types of reports enable employees to have a clear sense of direction to reduce uncertainty and make a decision based on reliable data. 
The reports prepared by employees are read by their coworkers, executive committee, and supervisors. The reports help the supervisors to determine the progress of various activities in the workplace, monitor and control employees. The reports influence the decision-making by the supervisors. The reports read by fellow employees create room for criticism to improve their relationships. The report also enables the executive committee to identify weaknesses in employees' activities and help solve the problem. Formal reports read by the management team enable them to devote more time to future development and understand function areas of the organization.
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