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Following are the key Learning Tools you should have reviewed before you handed in your reports.  They were:

FR-FS-1
Formatting your Final Excel Financials

CR-2

Formatting your Final Company Report
IR-7 

Finalizing the Final Industry Report

FR-FS-5
Final Checklist Before Handing In your Reports

Following are the main suggestions from the reports I have graded thus far.

Industry Reports

 AUTONUM  \* Arabic   Read the report out loud before handing it in.  Read through the report out loud before you hand it in, and ask a friend or spouse to read it.  This will help eliminate sentences that do not read well or that have incorrect English.  Try to be as clear and concise as you can be.

 AUTONUM  \* Arabic   Use short key sentences.  Each of your key areas should begin with a short key sentence.  These must be complete sentences though—not just key words.

 AUTONUM  \* Arabic   Performance Table.  Make sure there is only a single border or box around the Performance versus the S&P 500 Index.  Format the returns to one decimal place, and in the box you do not need the % symbols. You do not need a leading zero, i.e. 0.5, a .5 is sufficient, except for years, i.e. 04, 05, 06.
 AUTONUM  \* Arabic   Right justify all paragraphs.  Please right justify all paragraphs.
Company Reports

 AUTONUM  \* Arabic   Read the report out loud before handing it in.  Read through the report out loud before you hand it in, and ask a friend or spouse to read it.  This will help eliminate sentences that do not read well or that have incorrect English.  Try to be as clear and concise as you can be.

 AUTONUM  \* Arabic   Use short key sentences.  Each of your key areas should begin with a short key 
 AUTONUM  \* Arabic   Key Information formatting.  In the key information area in the upper left corner, format the price to two decimal places, market capitalization to zero decimal places, and  PE and Index PE to one decimal place.
 AUTONUM  \* Arabic   Spaces After Headings.  There should be no spaces after the main headings, i.e. Summary, Background, etc. 

 AUTONUM  \* Arabic   Sales Percentages.  I like to see percentages of sales for last year for each of the key product lines, as well as for sales by geographic region if applicable.  This lets me know which products and regions are most important.

 AUTONUM  \* Arabic   Relative PE.  You need to connect the financials with the company report.  This is done by expressing how the stock is trading relative to the market.  Start with a key sentence, i.e.  XYZ is cheap (or expensive).  It is trading at a prospective 2008 and 2009 PE of ___x and ___x (from Exhibit 4, Section 2 Line 1) for your first two forecast years, a __% and ___% discount (if the number of Exhibit 4 Section 3 Line 2 is less than 0) to the market.  If the % are greater than one, it is trading at a premium to the market.
 AUTONUM  \* Arabic   Right justify all paragraphs.  Please right justify all paragraphs.

Financial Reports

 AUTONUM  \* Arabic   Formatting the IS/BS/CF.  If your largest number in your first three exhibits (IS/BS/CF) is five digits or larger, i.e. 10-99,000, format them as x,xxx with no decimals.  If the largest number is four digits or less, format them as x,xxx.x with one decimal.  If the largest number is three digits or less, format them as xxx.xx with two decimals.
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