[image: ]

Certificate HE Skills for the Workplace   Module: EMPL4008 -Problem Solving

Form 7.1 – Report Writing Process – a six stage guide   v.1   2   3   4   5   6   7**

	Name of Workplace Problem Solving Report:
Key words
	

	Assessment of key sources:
1. Workplace Experience
2. Literature Sources
3. Book(s) 
(author & date)
4. Journal Article
(author & date)
5. Website
(author & date)
6. Referencing and writing guides
(author & date)
	

	Procedure, Assessment of above sources
Critical analysis of above sources*
	

	[bookmark: _GoBack]Findings from the above analysis – what needs to be done?*
	

	Conclusions Sources and analysis are thoroughly considered by…. Procedure
	

	Introduction* 
	

	
	name



Print** & complete form, show it to colleagues and tutor

(*attach properly labelled additional sheets if necessary)

**Print & complete at each stage - see PSV Week 7 presentation “6 stage reporting guide” Moodle
1 reading -  2  note making -  3 drafting -  4 outlining - 5 - redrafting  6 – checking – 7 submitting
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