Assignment 1 – SUGGESTED Report Structure

Front Cover – Your name – Student ID – Module name – Assignment Title
Executive Summary – First thing the reader reads, the last thing you write – this section should summarise key findings, conclusions drawn, and recommendations made in approximately 250-300 words – does not count towards the word count. LEAVE A PAGE AND WRITE THIS AFTER YOU HAVE COMPLETED THE REPORT
Content Page – Should correspond to the main structure of your report with page numbers. LEAVE A PAGE AND COMPLETE THIS AFTER YOU HAVE COMPLETED THE REPORT
1.0 – Introduction – Word count starts at this point – provide the terms of reference of your report (what the purpose is) – highlight with evidence what the issues / problem / complaint is – provide a short introduction to the case study organisation.

2.0 – Main Findings
2.1 - Use sub-headings to structure your report – sub sub headings can also be included:

2.2  - The Role of the Manager (Sub-Heading)

2.2.1 -     xxxxxxxxxxxxxxx (Sub Sub Heading)

2.3 – Challenges to Management

2.4 – Management Theory

2.5 Mainstream v Critical 

Within your main findings you will need to demonstrate knowledge and understanding of key topics covered within the module that have been supported by your academic literature - apply the key topics to your case study organisation – analyse and evaluate the applied key topics using an ethical assessment (are these identified topics appropriate or not (ethical / unethical) – why? Remember to justify).

3.0 – Conclusion
DO NOT INTRODUCE ANY NEW INFORMATION!!!
Summarise key findings from your investigation – what have you found as part of your investigation?
4.0 – Recommendations
Outline an appropriate and standardised response to the complaint that is based on the findings of your assessment.
This can be addressed either in the form of paragraph(s) or through the production of an ‘Action Plan’ / ‘Operational Plan’ / ‘Strategy’ that outlines HOW the organisation will address the issue that has been investigated – end of word count.
References
Appendices (If Appropriate)
