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LIST OF FIGURES
IF YOU INCLUDE ANY IMAGES / MODELS /GRAPHS – MAKE SURE THAT YOU INCLUDE THEM IN A LIST OF FIGURES, EVEN IF THERE IS ONLY ONE OF THEM

LIST OF TABLES
IF YOU INCLUDE ANY TABLES – MAKE SURE THAT YOU INCLUDE THEM IN A LIST OF TABLES, EVEN IF THERE IS ONLY ONE OF THEM

[bookmark: _Toc173458691]Executive Summary
AN EXECUTIVE SUMMARY IS A ONE PAGE OVERVIEW OF WHAT IS CONTAINED WITHIN YOUR DOCUMENT. THIS SHOULD BE THE LAST PART OF THE DOCUMENT THAT YOU WRITE.

THE EXECUTIVE SUMMARY IS MORE THAN JUST A SIGNPOST OF WHAT IS CONTAINED WITHIN THE DOCUMENT. I.E. IT IS NOT SUFFICIENT TO SAY THAT YOU WILL DISCUSS CERTAIN THINGS WITHIN THE REPORT, YOU NEED TO PROVIDE AN ACTUAL SUMMARY OF WHAT THE REPORT HAS FOUND. 

TYPICALLY, THE FOLLOWING WOULD BE EXPECTED IN THE EXECUTIVE SUMMARY:

· OUTLINE OF THE PURPOSE / REMIT OF THE REPORT
· BRIEF BACKGROUND INFORMATION
· WHAT ARE THE FINDINGS OF THE REPORT
· WHAT ARE THE CONCLUSIONS
· WHAT ARE THE RECOMMENDATIONS
PLEASE NOTE, EXECUTIVE SUMMARIES ARE NOT INCLUDED IN YOUR OVERALL WORD COUNT.

[bookmark: _Toc173458692]Introduction

PLEASE NOTE, THAT THIS DOCUMENT IS INTENDED TO BE USED AS A GUIDE ONLY – YOU DO NOT NEED TO STICK RIGIDLY TO THIS DOCUMENT. THIS DOCUMENT IS PROVIDING AN OUTLINE, AS WELL AS PROVIDING YOU WITH GOOD PRACTICE SKILLS, HOWEVER, BE SURE TO CHECK THE ASSIGNMENT REQUIREMENTS.
TYPICALLY, THE FOLLOWING WOULD BE EXPECTED IN A EXECUTIVE SUMMARY:

· OUTLINE OF THE PURPOSE / REMIT OF THE REPORT
· BRIEF BACKGROUND INFORMATION/CONTEXT
· DEFINITIONS OF MAJOR CONCEPTS (FOR EXAMPLES MODELS THAT YOU WILL BE APPLYING) OR TERMINOLOGY.

[bookmark: _Toc173458693]Main Body
MAKE GOOD USE OF HEADINGS AND SUBHEADINGS TO ENHANCE THE FLUENCY AND STRUCTURE OF YOUR REPORT. 
PRESENT THE INFORMATION, FACTS AND DATA. INCLUDE ANALYSIS OF THE PROBLEMS IN THE MAIN BODY.
[bookmark: _Toc173458694]Conclusion
THIS SHOULD BE A SUMMATION OF YOUR DOCUMENT. THERE SHOULD BE NO NEW INFORMATION IN THIS SECTION.

[bookmark: _Toc173458695]Recommendations
PROVIDE ACTIONABLE RECOMMENDATIONS BASED ON YOUR FINDINGS.
[bookmark: _Toc173458696]Reference List
MAKE SURE YOU INCLUDE A REFERENCE LIST, THIS MUST BE USING THE HARVARD REFERENCING SYSTEM. CHECK YOUR ASSIGNMENT BRIEF FOR A MINIMUM NUMBER OF REFERENCES AND EXCEED IT. REMEMBER TO USE A VARIETY OF CREDIBLE SOURCES INCLUDING TEXTBOOKS/EBOOKS AND PEER REVIEWED JOURNAL ARTICLES.
Appendices
APPENDICES ARE ANYTHING THAT IS INFORMATIVE TO THE REPORT, BUT IS NOT REQUIRED IN THE MAIN BODY OF THE REPORT. FOR EXAMPLE, IF YOU HAD COMPLETED QUESTIONNAIRES, YOU MIGHT INCLUDE THEM IN THE APPENDICES

APPENDIX A – 
APPENDIX B – 

jUST LIST OUT YOUR APPENDICES, THERE IS NO NEED TO INCLUDE PAGE NUMBERS FOR YOUR APPENDICES
PLEASE NOTE: ALWAYS CHECK WITH EACH LECTURER FOR EACH ASSIGNMENT HOW THEY WOULD LIKE IT PRESENTED AS REQUIREMENTS AND STRUCTURE CAN VARY.

image1.png




