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Typical Report Sections

Title Page

Letter of Transmittal

Letter of Authorization (depending on situation)

Table of Contents

List of Illustrations, List of Tables (optional)

Executive Summary

Body of the Report (see other side for additional detail)


Introduction; 


“Solving the Problem of Excess Costs”


Background;


“A History of John Deere Waterloo”


Approach to the Problem; 
“In Search of Excellence”


Analysis; 


“The Costs of Excellence”


Conclusion; 


“Cost Issues at John Deere”


Recommendation (optional);
 “Three Steps Toward Excellence”

Bibliography/Works Cited (depending on sources used)

Appendices (optional)

Proposal: Introduction


What is the PURPOSE of this project?


	Who asked for it?  Why?  To accomplish what?


What is the SCOPE of this project?


	What are the research questions? The type of 


inquiry? The mandate for implementation? 





Recommendations


What course of action will correct the problem?


What are the costs associated with this solution? With failure to take action?


 				What is the likelihood of success?





















































Analysis of the Situation 





The Analysis of The Situation 





In what ways does the data differ from what was expected or desired?


Omissions?


Additions?


Variations?











The Analytical Framework to be Used





What is the framework?


Why is it a good one?


Why did you select it?


Is it prescriptive or descriptive?  	What values or research assumptions are implied?


Clarify vocabulary and verify desirability of model’s


Categories


Visualizations


Causal Relationships


Interactive Relationships


Evaluative Criteria


other elements of framework











Data: Description of the Situation


What is the nature of the data under investigation?


who?


what?


when?


where?





What are the symptoms of the problem to be investigated?


who thinks this is a problem?


how big a problem is it? 


how long has it been going on?








Conclusion from the Analysis:


How should the data be interpreted?


What is the cause of the problem?


What course of action is required to achieve stated goals?
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