BUS211 – Task 3 Business Report instructions and formatting guide
This is an individual task worth 40% of your course grade.
Your task is to undertake an analysis of a small-medium business to assess its current situation with respect to CSR and sustainability relative to the issue of climate change.  (NB. 3 concepts – their independent and inter-related implications need to be explored.
You only need to choose one or two important issues and stay focused on them so you can do them well (e.g. waste, water, carbon footprint, responsible operations etc).  This (CSR) is a big area and it’s easy to get lost and distracted by the many related and important issues that may be uncovered and can potentially distracting from the effectiveness of your report.  If you only do one it needs to be a comprehensive issue.
You can use any small business or the business you have been investigating for your tutorials (the one you checked with your tutor at the start of the course) or the business you used for your group task 2 however, be aware this in an INDIVIDUAL assignment.   
You are required to prepare both the visual presentation (as a series of narrated slides or an mp4 video & ensure you’re headshot is embedded in the video so you are visible as the consultant presenter)  (40%) and an accompanying written report (60%).  They have commissioned you to undertake this investigation so they can consider a more responsible and sustainable way forward for their business.
Your written report must be approx. 1,000 word but no more than 1,500 words and be structured with the sections and information as follows:  
1. Title page – 1) Report title, 2) author’s name and student number, 3) submission due date, 4) course code and name, 5) tutorial time and tutor’s name, and 6) word count.
2. Executive summary – Purpose of the report, brief overview of the business, analytical process (how did you assess the current situation and what is it: how did you deduce the options and what are they (3), and how did you ascertain the challenges and what are they), summary of significant findings, key recommendations in brief. (200 words max. – not counted in word count)
3. Table of contents
4. Introduction – What is the purpose of the report, what is the business (background to the firm – strategic agenda and general position in terms of capabilities/industry/market). (approx. 200 words)
The introduction should provide background to the case, its purpose, its values, goals, key stakeholders, key value creation activities including products and services etc. so the reader gets a good feel and understanding of the business you are using. Beware of self-plagiarism here if you are using the same business as you did for task 2.
The integrated view (internal & external) of ‘where the firm is now’ like the analysis in task 2 would help inform this section.
5. The report body – use subheadings to separate topics and paragraphs to separate ideas (approx. 600 words) e.g.
5.1 	Current approach of the business to climate change challenges.
	You don't have to know what your firm’s current approach really is.  You just need to imagine what it probably is based on your knowledge of the current generally conservative attitude of business.  Consider the firm’s current CSR position with respect to its internal situation i.e. – what assets, resources, capabilities, values, stakeholder support etc can it draw on and what is it currently doing in this CSR/Carbon footprint space? (anything/nothing?).  NB.  This is about the firm’s internal positioning in response to external influences & pressures (climate change and an increasing need to be responsible and responsive to both environmental and social needs)
5.2	Possible options for responsible and sustainable business practices that could provide strategic advantage to the firm.
	This section may require some research or innovative thinking as you put forward options for how the firm can be more environmentally responsible, have less of a carbon footprint, provide more socially considerate products and services.  
Three options would be ideal.  Remember to justify each by explaining how it would be advantageous for the firm in the longer term with respect to both sustainability and competitiveness. Using SAFe criteria L10 could be helpful.
5.3 	Potential challenges or issues that may inhibit or compromise the firm’s attempt to pursue the options.
This is about strategic management (i.e. whole of organisation) not business management.  The challenges must be related to the strategic management process i.e. analysis, planning, implementation, feedback.  Think about these challenges from the firm’s perspective.  Have they got the resources, the know-how, does their plan fit with their purpose, their stakeholder expectations?
6. Conclusions – summarise the main points from body and bring them together in a concluding statement of the firm’s situation. (approx. 200 words)
Here you need to bring the information together to discuss the firm as a whole business system e.g.  how does the current situation lend itself to possible options and how are the challenges relative to that? 
7. Recommendations – maximum of five. Dot points are ok. Must be realistic extensions of the conclusion and based on the firm’s current situation-options-challenges i.e. not something new but drawing on what you have presented) as well as feasible given the situation and the capacity of the firm (100 words max. – not counted in word count) 
8. References – 10 academic peer reviewed references from management/business literature are required – reference list is not counted in word count however in-text citations are.
9. Appendices (if needed – not counted in word count)

Your business presentation must contain no more than 15 slides with 10 minutes of narrative.  You should consider the presentation an extended visual executive summary.  
Please ensure your headshot is embedded into the presentation – you must be seen!
If this was a real world consulting job you would send the client your report and a video summary so they can watch the video to get an understanding of what you did, why and how you did it, what you found and why that is important, useful and constructive for their long term advantage and strategic CSR/sustainability future. 
The presentation slides must be structured with the sections as follows;  
1. Title slide  -  approx. 1 slide
2. Executive summary -  approx. 1 slide – very briefly what the presentation is about (think one paragraph!)
3. Structure of the presentation -  approx. 1 slide – the plan for explaining the report content in the presentation (serves a similar purpose to a table of content)
4. Introduction -  approx. 2 slide –  make it apparent to your client you understand their firm and then help them understand the strategic importance of planning to manage climate change from a CSR perspective.
5. The report body -  approx. 6 slides
· Current situation
· Options possible based on current situation
· Potential challenges 
6. Conclusion -  approx. 1 slide – summarise key issues, options and challenges with relevant context and justification
7. Recommendations -  approx. 1 slide – dot points on the slides are fine but explain why each is important in your narrative
8. References -  not counted in slide count – you don’t need to talk about these, just include the slide for completion and academic legitimacy.
Slide counts are suggestions

