Title Page (not included in word count)
Here you should include your title, the module code and your name and student number.
Abstract (not included in word count)
Here you should brief summary of the contents of the report. Remember this is best written after the document has been constructed.  Picture the ‘blurb’ on the back of a book which outlines the basics of the content. 
Contents Page (not included in word count)
Make sure this is numbered accurately – do this last
Introduction to Report 10% of word count 
This section should give an introduction of assignment itself before the topic. It is best that you start off by outlining the area that you are investigating – remember that in this instance you are investigating how the management structure of two different organisations affect and effect the allocation of resources. Once you have given an outline of the content then you should state what you will be trying to achieve with this document. Remember to include your main aim - You are attempting to propose recommendations for changing for a more effective management structure and addressing the impact upon resources.
Information and Statistics 20% of word count
This section provides you to present the research you have found with respect to two different organisations (one public sector, one private or third sector). Start by outlining the exact structure of these organisations. In addition to this you should then outline any statistics and numbers that you feel are relevant to the discussion. An example of relevant statistics can include the number of staff that are employed by an organisation and the funding for the provision of resources.
Evaluation of Current Organisational Structure 60% of word count
Following the information included within the previous section you will perform an evaluation of the structures identified and the impact of the nature of the structure on the allocation of resources. This means scrutinising the managerial structure of the organisations that you have chosen and evaluating how resources are used (resources could mean money or time or materials or employees). REMEMBER WHAT THE WORD EVALUATION MEANS: pros, cons, and conclusion. By finding strengths and weaknesses in one organisation, you will be able to find recommendations for improvement in the other. 
[bookmark: _GoBack]Conclusion and Recommendations 10% of word count
Provide an overall summary of the impact of the structures upon the organisations identified. Here you should not include any new information. Just repeat the main points within the content. 
Recommendations
Here you will outline any changes to each of the organisational structures that you think will be appropriate to address some of the concerns that you have raised throughout the document. You are welcome to improve existing ideas and processes as a recommendation as long as you are informed on what currently exists. 
Reference List (not included in word count)
You should include a list of the supporting sources that you have used within your report. This should fit the standard referencing style for the school (Harvard). References to this standard may be made through the library and the appropriate resources provided for you. If in doubt, the library staff will be able to provide you with greater direction.
