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C2 REPORT -SAMPLE STRUCTURE

1. Front Cover – module title, student name, ID, word count, date of submission etc.
2. Executive Summary (half a page outlining the key areas the report is examining plus a summary of your findings)
3. Contents page – providing as much detail and sub headings as possible.
4. Terms of Reference – this report was requested by X for X, deadline of X.
5. Procedure – web sites, journals, electronic journals, lecture resources  and academic books were used in compiling this report.
6. Introduction – give a brief summary of the case study – include academic references.
7. Main findings
a. Section 1 – (around 800 words) How the application of teamwork theories (Tuckman and Belbin) can improve teamwork in the case study
i. Belbin eg allocate work and roles in relation to team roles
ii. Tuckman eg. Understand the presence and benefits of conflict, training strategies on how to successfully navigate through conflict.
b. Section 2
i. Specific issues and challenges – outline in bullet points the host of issues the organisation is facing eg. Lack of induction
ii. Explain Berlo, Shannon-Weaver and Shramm – give a brief description (use graphics) and offer a critical analysis of the 3 models.
iii. Recommendations – share a series of recommendations which specifically address each of the issues and challenges you have shared in Section 2i above eg. Design and implement a compulsory induction programme which is consistent in its delivery and content. This should take place within the first week of starting with the company.
8. Conclusions – a brief summary of your conclusions – do not introduce anything new here!
9. References – Harvard references
10. Appendices

