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GUIDANCE ON FORMATS FOR CIM ASSESSMENTS

Candidates must be advised that there is not a prescriptive approach to producing documents for assessment. The content and structure of the document depends upon the audience addressed and the subject matter. 

Candidates can undertake research on different types of documents by looking at what is available on the internet. For example, putting in the words “discussion papers for conferences” brings up a wide variety of discussion papers for a conference audience. 

The following examples are intended as illustrative examples that could be adopted by candidates when presenting their work.  It is not meant to be prescriptive guide that must always be followed and it is not guaranteed to gain a candidate full marks – it is, as stated, a guide only of a possible design structure.

Reports 

When producing the report, candidates should adopt a formal style by writing in the third person. The document needs to be well structured, accurate, concise and clear. The following format provides one suggested approach for compiling the report, although an alternative approach is acceptable if it results in a systematic, well organised document. 

· Title Page: the title of the report, who the report is written for, who it is written by and the date. 

· Terms of reference: the purpose of the report. 

· Procedure: the process followed.
· Executive summary: the main points of an in-depth report enabling the reader to understand the report without the need to read it in full. 

· Findings: main findings of research. This section needs to be clearly structured and should show evidence of presentation of facts, not opinions. There also needs to be evidence of analysis and application of the research findings. Charts and diagrams should be included in the appendix and referred to in the findings. It is important that conclusions and recommendations are separated out and not included in this section. 

· Conclusion: summary of findings and the implications of these findings to the organisation(s). It is important that new information is not introduced in this section. The emphasis should be on drawing together what was presented under findings in a well-structured summary. 

· Recommendations: provide informed recommendations based on findings.  

It is important that all relevant sources are noted within the report and these can be included within a reference section at the back of the report and referred to when relevant in the main body of the report. 

Discussion Papers
A discussion paper is a document created as a basis for discussion rather than as an authoritative statement or report.  It can take different forms.  However, the following two examples illustrate possible approaches:

Example One 

· Clear, succinct title.
· Name of author and date.
· Terms of reference. 

· Abstract (short explanation on motive, method, key results, conclusions).
· Introduction (motive of undertaking the research).
· Introduction including suggested approach.
· Statement of main findings. 

· Explanation/implications of the findings.
· Alternative approaches.  

· Implications of alternative approaches. 

· Summary. 

· Recommendations. 

· Bibliography.
· References. 

Example Two 

· Clear, succinct title.
· Name of author and date.
· Abstract. 

· Method (outline what was done, what theories were used).
· Results (outline of results).
· Discussion of conclusions from research results.
· Conclusions (draw together most important research results and their consequences).
· Bibliography. 

· References.
Example Three

· Date.
· Author. 

· The audience. 

· The purpose.
· Executive summary. 

· Background information (how does the problem/issue arise). 

· The main points of discussion, the contentious points/pros and cons, opportunities and threats.
· Summary. 

· Next steps.
· References. 
· Bibliography. 
Briefing Paper 
A briefing paper includes relevant information about and analysis of a particular subject.  The following examples are proposed formats: 

Example One

· Clear, succinct title.
· Name of author and date.
· Subject Matter. 

· Background information.
· Analysis. 

· Summary. 

· Recommendations. 

· Bibliography.
· References.
Example Two 

· Clear, succinct title.
· Name of author and date.
· Subject matter. 

· Abstract. 

· Rationale. 

· Evidence. 

· Research Findings. 

· Conclusions. 

· Bibliography.
· References.
White papers 
A white paper is a referenced document that explores research, arguments or schools of thought on a specific issue.  The white paper usually identifies the problem, proposes solutions and looks at the benefits.  It should also include a plan of action.  A useful reference source is Michael Stelzner, How to Write a White Paper—A White Paper on White Paper.  

The following example illustrates one possible approach to producing a white paper: 

· Clear, succinct title.
· Name of author and date.
· Subject matter. 

· Outline of problem/issue/area for investigation. 

· Evaluate the context/background to the problem. 

· Propose solutions to resolve the problem including the benefits derived. 

· Propose a course of action. 

· Bibliography.
· References.
Articles 

Articles are designed to appeal to a wider audience and therefore a balance needs to be achieved in producing a document that is both interesting to the reader as well as being academically robust and appropriately referenced.  

The following example illustrates one approach to writing an article: 

· Title.
· Summary.
· Introduction.
· Body with supporting facts.
· Ending/ closing.
When writing online bullet points, numbered lists and subheadings should be used to break up text. 
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