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“How to effectively report information (hou-ren—so* in Japanese) - part2”
* Hou means to report, Ren means to communicate, and So means to consult in

Japanese. Hou—-Ren—-So is a Japanese idiom using wordplay on spinach in Japanese.

The important thing is the contents of reporting. First, report the conclusion
plainly. The basic principle is to include the 5W3H (When, Where, Who, Why, What,
How, How many, How much)To do this, write down a list summarizing the main points

in advance .It’s minimum manners that you use your boss’ time as efficiently as



possible.

You can say “May I have some time I have a report about X?”’ even though it might
not be easy to ask something when your boss is concentrating to do something in
front of a PC. Also you can make appointment by mail ahead of time. If he is
tending to some urgent business, he might say “come in an hour,” and you should
follow his instruction. One of the most important jobs of the boss is to “achieve
the goal” and the subordinates also share the responsibility and authority, so of
course the boss thinks that receiving reports and consultation is an important

duty (responsibility).

On the other hand, the habit of taking notes on a daily basis will improve the
quality of your work. It prevents failure in advance. It is possible to
capitalize on ideas that come to mind. So, the habit of having small memo pad and
a pen with you all the time is very important. Memos are not only for meetings,
but also in planes, trains, on the way to the office or even in bed, making an
environment where you are able to write down ideas whenever you come up them is a
standard of a first—class businessman. Of course, when you receive instruction
and guidance, don’t only listen to it, but please also make a habit to write it
down in a notebook or memo. I don’t think any businessman who doesn’t have a

habit to take memo is successful in his business
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