Sustainability: Front Matter of Report

The front matter of any report typically includes the following items:

· Letter of Transmittal

· Cover/Title Page

· Executive Summary/Abstract

· Table of Contents

 

Letter of Transmittal

This is a cover letter that delivers a completed project to an external audience. Generally, this letter should follow standard letter format and be limited to a single page. Letters may be bound into the report or delivered with the report as a separate document. The letter should contain the following elements: 

· Opening paragraph: Statement of purpose, date the work was commissioned, statement that the report has been delivered, and the title of the report.

· 2nd paragraph: briefly summarize your recommendations and the pertinent findings from your research including one or two pertinent details.

· 3rd paragraph: briefly describe your research methods, as well as acknowledging any key contributors beyond the consulting group and important sources.

· 4th paragraph: close courteously, express a willingness to work further with the client, offer to answer any questions, and provide an open avenue for communication.

 

Cover/Title page

A cover typically includes names of the writers, title of the report, names of recipients, and the date of the report. The title of the research comes next, followed by the date. At the bottom of the page, you should list the instructor's name and UNLV address, the names of each member of the research team, the name of the client (target reader), client company, and company address.

 

The title should be brief but must convey the subject of the report to the reader. It's helpful to think about describing the purpose or objective of the report. Examples:"A Usability Study of MySportStat.com's Content" or "Web Advertising Strategies: A Recommendation Report" or "A Proposal for Reducing Printing Costs in the UNLV English Department."

 

Executive Summary/Informative Abstract

An executive summary is a min-version of the final report. Summaries and abstracts are designed for decision-making audiences who don't have time to closely read the entire report. This document should be written in lay terms and designed for managers who may not have the technical expertise of other readers. It should be no more than 2 pages, and it should be placed before the body of the report. Include these elements:

· Clear description of the context that lead to the research performed, including a discussion of the problem. Use specific terms and evidence to show the problem exists.

· Brief description of hte methods used for research and the research findings.

· Detailed list of recommendations with some justification. A bulleted list of detailed recommendations is an effective strategy.

 

Table of Contents

The table of contents gives readers a way to find the information that they need quickly and efficiently. List all major headings and subheadings. Use the Microsoft Word functions to generate your table of contents.

Sustainability: Major Sections of the Report

The body of your report will consist of the following sections:

· Introduction

· Background

· Recommendations

· Methods and Findings

· Conclusion

 

Introduction

Like any opening, include a descriptive summary reviewing the gist of the report, focusing on the statement of the problem, pertinent background/history of the project/problem, and results/recommendations/proposal. Also include a summary of the report sections.

 

Background

Describe the context and purpose of the report in sufficient detail to justify the report. Include:

· Client (target audience/reader) description

· Statement of need or problem

· Statement of project objectives

 

You need to convince readers that there are possible problems by describing causes. Provide statistics, interviews, quotes,  and any other evidence you can find to back up your points. Speculate about the problem/need: That is, if nothing is done, what will the future hold? Create a sense of urgency to convince readers that they need to take ation and implement the information that you have gathered. Remember that the primary audience is the client (person or entity that implement your solution!), so pay attention to the principals of maintaining goodwill and expressing negative information in positive ways; you need them on your side, so don't bash them!

 

Recommendations/Proposal

This report should use the managerial organization pattern. That means your recommendations or proposal should come immediately after the report introduction and background sections. The recommendation section should:

 

Give an answer to your guiding research question (primary question) based on what your client (individual or entity with the power to enact your solution) will find feasible.

Describe how the information you have gathered/your proposal can best be implemented for the benefit of the organization

Convince your audience that your information is valid and important for the organization

 

You'll find it most helpful to make your arguments by following the general criteria for evaluating options listed in the table below. Make sure you support your claims with evidence.

 

Methods and Findings

The methods and findings section, sometimes called the methodology section, follows the recommendation section. It should include the following subsections:

· Findings sections that discusses the results of your research. List and provide details about what you found out, including what your surveys, personal interviews, any other primary research and any secondary source material revealed.

· Methods section that describes and justifies your research techniques.

The data that you collect is critical to any primary research report including this one. You should present your data in various tables, charts, graphs and other visual aids. Call attention to relevant results and don't leave it up to the reader to decipher your data or interpret what your visuals mean.

 

Conclusion

Include a persuasive closing, convincing your audience to accept your study and recommendations. Suggests benefits of accepting reports' claims/following through on the proposed actions.

 

	Effectiveness
	· Will your recommended plan be effective?

· Will it work?

· Will the recommendations solve the problem?

	Resource feasibility
	· Can the client implement the recommendations?

· Do the recommendations require technology or resources (e.g. personel) that are not available?

· What will have to be acquired to make the option work?

· Will the recommendation require suspension of services or production?

· Will there be any training involved? Hiring new personnel?

	Desirabilty
	· Will the organization want to implement the proposed changes?

· Will anyone have personal objections to the option? Do the recommendations harm or threaten anyone (staff, clients, customers)?

· Is the option legal? Ethical?

· Does the option have  desirable effects? Undesirable effects? What are they?

	Affordability
	· What does the option cost to implement? To maintain?

· Is the cost reasonable?

· Is the cost justifiable given the level of need or severity of the problem?

	Preferability
	· Is the option better than other options? Why?

· Develop and explain the criteria you use to make comparisons (e.g. choosing a computer system based on criteria such as cost, processing speed, software package, ease-of-use, technical support)

	 
	Source: Leslie Olsen and Thomas Huckin. Technical Writing and Professional Communication. 2nd ed. Mcgraw-Hill, 1991.


Sustainability: Back Matter of the Report

The back matter of a report should include:

· List of sources

· Appendices

 

List of sources

Cite your outside information/sources using an accepted style manual. Choose Chicago or APA Style (no MLA please!) and follow it consistently.

 

Appendices

An appendix is a place to put information that just will not fit into the main body of the report but still needs to be in the report. Good candidates for the appendices are things like big tables of data, large maps, forms used in an organization, or verbatim transcripts from interviews. Give each item in an appendix its own letter (A, B, C, etc.)

 

You can include photocopies of related information. You can also include survey or interview results, but you should never include "raw" data; always present your results so that your reader does not have to sift through large amounts of information. Data should always be processed, condensed and tabulated for the reader.

 

