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Introduction to Executive Reporting
Mastering Executive Reporting for Informed Decision-Making

DEFINITION

Executive reporting involves creating concise, high-level summaries of business data for decision-makers. It helps
executives understand key performance indicators and trends quickly.

KEY CONCEPTS

Key Performance Indicators (KPIs)

KPIs are measurable values that demonstrate how effectively a
company is achieving key business objectives.

Data Visualization

Data visualization uses graphical representations to make complex
data more accessible and understandable.

Dashboards

Dashboards are visual displays of key metrics and data points,
providing a real-time overview of performance.

Audience Tailoring

Tailoring reports to the audience ensures that the information is
relevant and easily digestible for decision-makers.

Actionable Insights

Actionable insights are conclusions drawn from data that can
lead to specific actions or decisions.

EXAMPLES

→ Monthly sales performance report
highlighting trends and forecasts.
→ Quarterly financial summary with key
metrics for executive review.
→ Real-time dashboard displaying
customer satisfaction scores.

MEMORY TIPS

★ Remember KPIs as 'Key Performance
Indicators' to track success.
★ Use the acronym 'DASH' for Data
Visualization: Display, Analyze, Simplify,
Highlight.
★ Think 'TAP' for audience tailoring:
Target, Adapt, Present.

COMMON MISTAKES

✗ Overloading reports with too much
data, making them hard to read.
✗ Neglecting to customize reports for
different executive audiences.
✗ Failing to highlight actionable insights,
leaving decision-makers without clear
next steps.

QUICK RECAP

Executive reporting is essential for summarizing business data for leaders. Focus on KPIs, visualizations, and actionable insights
to enhance decision-making. Tailor your reports to meet the needs of your audience.
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