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Executive Summary
First item that is read – the last item that is written.
An executive summary is a short section (approx. 10% of overall word count) that summarises the content of a larger report in a way that the reader can become acquainted with the main findings, conclusions and recommendations without having to read the whole document. 
Some good pointers on how to write an Executive Summary can be found:
https://www.wikihow.com/Write-an-Executive-Summary
Content Page
Write the report first and insert automatic table of contents at the end.
1.0 – Introduction
An introduction should set out the terms of reference for your report – what is the purpose of your report? (refer to your module handbook and assessment details).  You should also introduce ‘the organisation’ that is being used as a case study for your report.
· Please ensure that you refer the reader to your appendices within the main body of your report.
· You will not have enough words to write about all that you have collated within your appendices – concentrate on the most import aspects and ask yourself, how has your findings within your SWOT & PESTEL impacted on the organisational context / culture and management of human resources.
· Remember that an ‘impact’ can be both positive and negative.
· This is a formal business report and should be written professionally, in the third person and abbreviations should not be used!


2.0 – Main Findings
2.1 – Organisational Context

2.2 – Organisational Culture

2.3 – The Management of Human Resources

















3.0 – Conclusions
A strong conclusion should start by reiterating the terms of reference of your report – what were you intending on discovering?

The purpose of a conclusion is to pull together all of your arguments to state what has been found in a logical format based on the evidence from your main findings to provide a response to the title of the report. 

DO NOT INTRODUCE ANY NEW INFORMATION

Some good pointers on writing conclusions can be found:
https://www.wikihow.com/Write-a-Conclusion

4.0 – Recommendations
Your recommendations should be based on what you found from the main body and what you concluded on.
Your recommendations should be relevant and must meet the purpose of the report as stated within your introduction.
Your recommendations should be clear and concisely written as to how your suggestion should be implemented.

References
A minimum of 20 credible sources should be used.

Appendices
	Appendix A – Internal Analysis (SWOT Analysis)

	Appendix B – External Analysis (PESTEL Analysis)

Please ensure that you refer the reader to the appendices within the main body.
  


