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. (Write this after you have completed the rest of the report)
Content Page – Should correspond to the main structure of your report with page numbers. 
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.
Explain what the report will cover / the purpose of the report / give an overview of the complaint with your citation.

2.0 – Main Findings
Consider the management roles and styles that you have studied
Identify how they are used within your organisation – roles and shortfalls that contributed to the problem
Evaluate the benefits and challenges that come with using this management theory
Repeat for each theory that is applied
Describe and define mainstream and critical theories. Identify differences then explain which applies to your organisation. Evaluate the benefits and challenges of each and the behaviour and practice in your company.
For all of the above you will also need to assess against the ethical position of the organisation – employees, the environment, CSR etc 
Within this section you will need to use headings and sub headings 
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 -     xxxxxxx (Sub Sub Heading)

2.3 – Challenges to Management

2.4 – Management Theory

2.4.1 Taylorism

2.5 Mainstream v Critical Theories of Management

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. What needs to happen moving forward. 
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.
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