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1. [bookmark: _Toc419303684]


2. [bookmark: _Toc510020281]eXECUTIVE sUMMARY

An executive summary is a one page overview of what is contained within your document. This should be the last part of the document that you write.

The executive summary is more than just a sign post of what is contained within the document. i.e. it is not sufficient to say that you will discuss certain things within the report, you need to provide an actual summary of what the report has found. 

Typically, the following would be expected in the executive summary:

· Outline of the purpose / remit of the report
· Brief Background information
· What are the findings of the report
· What are the conclusions
· What are the recommendations

For this report, I expect to see the following in the exec summary

· Outline of the purpose / remit of the report
· A brief background on your chosen organisation
· An overview of the problem faced by this organisation
· What problem solving tools you have utilised in the course of the assignment
· A summary of what actions you recommend to solve the problem (and if possible and relevant, include how you will monitor and measure the success of the recommendations you have made)
· Any important information that it would be essential for the reader to know.

USE HEADERS TO SHOW WHICH SECTION OF CHAPTER YOU ARE IN. I.E EXEC SUMMARY


CHAPTER 1 – ABSTRACT


Please note, executive summaries are not included in your overall word count
2
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3. [bookmark: _Toc510020282]Introduction

Make good use of heading and subheadings to enhance the fluency and structure of your report. 

3.1 [bookmark: _Toc510020283]Report Remit

You need to imagine that the person who is reading this report is not the lecturer, but that it is written for an uninitiated (yet professional) audience. Therefore you need to state what the report is seeking to achieve here. In this instance, you have been asked to complete a report where the objective it to fully scope out a problem, utilise formal problem solving techniques and make recommendations in line with the findings from these models/approaches to problem solving

3.2 [bookmark: _Toc510020284]Brief background the organisation

You have a number of options available to you (companies involved in Lifestart, your project organisation from the first semester and your own place of work – choose only one of these). Provide some background information on the organisation to give context to the report 

3.3 [bookmark: _Toc510020285]The problem – N.B headings are only indicative – yours should be related to your work

In this section, you need to define the problem that the organisation is facing. To do this, you need to explain clearly what it is what you are dealing with (for example, it will not be enough to say “I am looking at Sony’s marketing” – it needs to be focused and specific. As well as defining what the problem is, you will need to define its scope. That is, what is the extent of the impact of the problem (for example, how many people is the problem impacting?, how much does the problem effect turnover or profit? – again, this needs to be specific to your problem, don’t force things in to the above categories if they do not fit. 
4. [bookmark: _Toc510020286]Problem solving techniques

In this section you will need to outline the problem solving techniques that you will be utilising in the report (for example, Ishikawa, 5 whys, 5Ws and H etc). Don’t just list out the techniques that you will be using, go into them in some depth. Explain what the approaches are (i.e. step by step what you need to do), take a look at the academic literature, justify your choice of approach – you can use this section to start building up on your citations. I would suggest using at least two of the problem solving techniques, otherwise you will significantly limit yourself in the scope of your discussion. 

4.1 [bookmark: _Toc510020287]Solving the problem

This section is concerned with the actual application of the problem solving tools and techniques. It is an opportunity for you to propose a number of solutions to the problem you scoped out earlier in the document. It is ok at this point to put forward more than one potential solution, in fact this would be ideal. What you are then able to do is to critique your own solutions, before making a final recommendation premised on your discussion. Again, this is an opportunity to engage with the broader literature (i.e. where have similar problems existed for other organisations in similar sectors etc, how effective has their problem solving been etc)

4.2 [bookmark: _Toc510020288]Problem solving implementation

This section gives you an opportunity to discuss the nitty gritty of putting your problem solving into action (i.e. timeframes, resources needed, how will you communicate the solution to the problem to the relevant stakeholders and how will you measure the success of your approach and how would suggest to monitor this in an ongoing fashion)


5. [bookmark: _Toc510020289]Conclusion
This can be a very brief summation of your document. No new information

GENERAL NOTES

Once you have a report template you are happy with, keep a copy of it, it will make things a lot easier in the future (I have no problem with you using this one)

· GET FEEDBACK BEFORE SUBMISSION – ASK QUESTIONS
· GET FEEDBACK BEFORE SUBMISSION – ASK QUESTIONS
· GET FEEDBACK BEFORE SUBMISSION – ASK QUESTIONS
· GET FEEDBACK BEFORE SUBMISSION – ASK QUESTIONS
· GET FEEDBACK BEFORE SUBMISSION – ASK QUESTIONS

Please use 1.5 or 2.0 spacing, much easier for me to give you detailed feedback.

The standard should be getting better now that you are at the end of the first year. I will expect high quality sources used throughout (no Wikipedia), I expect that every assertion will be backed up with a citation (Harvard format). I expect that you will properly respond to the assignment brief. The document will be thoroughly proof read. If you are having any problems with any of the foundational skills we have gone through in the first year, now is the time to put this right – don’t carry bad habits into your second year. 

SECTION 1


HEADER X


6. [bookmark: _Toc305165507]
7. [bookmark: _Toc510020290]References

Make sure you include a reference section, this will be using the Harvard referencing system, which we will go through in next week’s lecture. Below are a small number of examples, just to give you a flavour of what the referencing format looks like. Would expect to see a minimum of 20 credible references for this report

Acemoglu, D., Ticchi, D. and Vindigni, A., (2011). Emergence and persistence of inefficient states. Journal of the European Economic Association, 9(2), pp.177-208.
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Aharoni, Y. (2014) Coalitions and competition: the globalization of professional business services. Routledge,

Al-Khatib, J.A., Vollmers, S.M. and Liu, Y., (2007). Business-to-business negotiating in China: the role of morality. Journal of Business & Industrial Marketing, 22(2), pp.84-96.

Alford, W.P., (1995). To steal a book is an elegant offense: Intellectual property law in Chinese civilization. Stanford University Press.

[bookmark: _GoBack]Allen, G and Skinner, C. (1991) Handbook for Research Students in the Social Sciences. The Falmer Press. London.

Alvesson, M. (2003), “Beyond Neopositivisits, Romantics and Localists: A reflective approach to interviews in organizational research.” Academy of Management Review, Vol 28 No 1, pp. 13-33.
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