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window cleaner

26

1

24

20.00

$   

 

disinfectant

6

1/2

6

90.00

$   

 

floor wax

6

1

5

120.00

$ 

 

bowl cleaner

36

3

48

42.00

$   

 

vacuum bags

12

6

10

15.00

$   

 

gloves

18

3

18

9.00

$    

 

cleaning wipes

12

1

20

75.00

$   

 

371.00

$ 

 


Suppose Sam has left Linda the list of cleaning supplies that appears above. Linda now needs to write a report based on this list and justify the purchase. How does she begin? She needs to write a series of paragraphs that are related. Each paragraph should contain a minimum of 2-3 sentences and have a different subject.

The first thing that Linda needs to do is write an introduction. The introduction is a paragraph that tells the reader what this report is about. The introduction tells what you plan to talk about and what things you will be discussing in detail.

Linda writes the following, which is highlighted in yellow:

The following is a summary of the needs of the janitorial staff for the upcoming year. I have asked Sam, the janitor, to prepare a list of the items that are needed for a year and their costs. Based on how long a product lasts, Sam has determined how much of each product he needs and the cost for those items. There are some items in the storage room. We have not asked for over supplies unless buying in bulk would save us money up front.
As you can see Linda details what information is contained in this report and how the information was prepared. Once you have read the introduction, you basically know everything that will be in the report. She will only add supporting information in the body that expands on what she has already stated. The following is the next paragraph in her report.

Sam has determined that in the period of one year, we use 26 bottles of window cleaner, 6 bottles of disinfectant concentrate, 6 bottles of floor wax, 36 bottles of toilet bowl cleaner, 12 vacuum bags, about 36 pairs of rubber gloves, and 12 cartons of cleaning wipes. There is a small supply of each of these in the supply room, but some purchases are necessary.
This paragraph introduces the details that she is about to discuss. She can now talk about the details of each product and how the decisions were made. Each item will be discussed in a separate paragraph, because each is basically a separate idea from this point on. The introduction told us generally what we were going to discuss, and the second paragraph gives more detail and insight and develops the order in which we will write the rest of the report.

A total of 26 cans of window cleaner is used in a year, and there is one in the supply room. We need to purchase 25 more cans. A case of 24 cans for $20.00 will be about right, and it is the least expensive way to purchase the product that we need. With holidays, 24 will probably be enough.

We need 6 bottles of disinfectant concentrate for one year, and we have ½ of a bottle. Although we do not need the full 6 cans, it will be less expensive to buy 6 for $90.00 than to try to get by with less.

We use 6 bottles of floor wax in a year, and we have one bottle. We need to purchase 5 bottles at a cost of $24.00 each.

While we need only 33 cans of toilet bowl cleaner, it will be the most cost effective to buy 48 cans for $42.00 We could buy a case of 12 for $15.00 and a case of 24 for $28.00, for a total of $43.00, but by buying 48, we save $1.00 and have 12 extra bottles. I believe this would be the most cost effective way to purchase the product.

We need 6 vacuum bags. If we buy 5, we will probably have enough. If we buy 10, the cost per bag is less. We can carry over the extra.

We use about 3 pair of rubber gloves in 2 months. We have 3 pair, so we need about 15 additional pairs.  The gloves are less expensive buying 6 for $3.00 than 12 for $9.00. We can buy 3 packages of 6 for a total of $9.00, and have more than we need.

We also need 11 cartons of cleaning wipes. Again, the price per box is less if we buy too many. There is enough in our budget to do this.  We should buy 20 boxes for $75.00.
Linda is now ready for her conclusion. The conclusion is the last paragraph of the report, and it summarizes what was said. Linda writes the following conclusion.

I propose that we approve the purchase list shown above. The total is $371.00, which is well under our budget of $415.00 for the year. The purchase of these materials in these amounts will meet our needs for the year.
Look carefully at Linda’s report. It is important to notice that she did not include any new information after the introduction. She simply expanded upon the ideas that she had already introduces. This is the key to a good report or essay. Keep it simple and clear, use good paragraphs, and keep it organized with a strong Introduction, a clear body, and a good conclusion that tells the reader you are now through with your work.
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		Item		Use in one year		On hand		Purchase		Cost

		window cleaner		26		1		24		$   20.00

		disinfectant		6		1/2		6		$   90.00

		floor wax		6		1		5		$   120.00

		bowl cleaner		36		3		48		$   42.00

		vacuum bags		12		6		10		$   15.00

		gloves		18		3		18		$   9.00

		cleaning wipes		12		1		20		$   75.00

										$   371.00






