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· If the communication is internal (within an organization, even when offices are in different cities and/or countries), standard written communication is by memo;

· Letters are for external written communication (not within the organization: from someone outside to someone inside, vice versa, or from one organization to another);

· A so-called "short/informal" report can be informative (no opinion, analysis, evaluation, etc.... only "observations/information/findings") or evaluative(findings, etc. and evaluation/assessment, etc., most often containing recommendations);

· A "short" or "informal" report can be in the form of a memo (for internal communication), a letter (external communication), or a "separate document", usually entitled Report on .... or something similar; customarily, the "separate document" will be introduced by a transmittal memo (internal) or transmittal letter (external).

· A so-called "long" or "formal" report is one that deals with a variety of issues, relates them to each other, and contains analysis, etc. (and, often, recommendations). Though used for internal communication as well, it is more often used for external.

· Its characteristics (since the actual length and/or formality of the prose are not, in fact, the paramount factors in the short/long or informal/formal distinction) include a set of conventions. Normally, there will be "front pages" (e.g., table of contents, summary and/or abstract), the "body", and "end pages" (e.g., appendices, glossary, index, bibliography).

· Always in the form of a "separate document", it will normally be introduced by a transmittal memo (if internal) or transmittal letter (if external).
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