BMSW4002 – COMPONENT 2 WRITTEN REPORT – SAMPLE STRUCTURE

1. Front cover (module title, student name/ID, date, word count)
2. Executive Summary (approx. half a page which highlights the reports objectives plus a summary of your findings)
3. Table of Contents – including page numbers.
4. Terms of Reference eg. This report was requested by Melanie Squire, Lecturer Skills for the Workplace as part of the assessment for the Effective teamworking and Communication module. Submission date XXX.
5. Procedures eg. Academic, books, journals, electronic journals, websites and lecture resources were used t o compile this report.
6. Introduction
a. A few paragraphs introducing the main themes of the report (communication, teamworking). It is important to include academic Harvard references here and throughout your report.
b. Summarise the key issues within the  case study.
7. Findings
a. How Belbin and  Tuckman can help in  the  case study. 
b. The importance of two way communication  in  the case study – highlight the 3 communication models to support your answer to this.
c. Why effective communication is important (verbal and non verbal) in the  case study.
8. Conclusions – a few short paragraphs summarising and concluding your report.
9. Reference list
