FORMAL ANALYTICAL BUSINESS REPORT REVIEW:  
PERIODS 3/4 FINAL PROJECT

The instructions below are for a general/generic final project report.  If you have a specific, comparable, realistic situation that you want to use to replace this one, let’s chat.  I am flexible and want the ‘takeaways’ from this course to be practical and applicable for your work environment.  However, if you want to use another situation, it will have to be approved at the beginning of Period 3.

Throughout the course, you’ve had opportunities both to learn more about and to practice effective business communication skills.  Now you decide to share your insight with your supervisors and to convince them to offer business communication training to your entire department/company/organization.

BACKGROUND/ASSUMPTIONS:  Because your supervisor/organization supports ongoing education—both for individual employees and company-wide—you know that your reader will be receptive to your proposal.  Therefore, you will arrange your report body following Minto’s pyramid direct strategy:   WHAT, WHY, HOW.  Remember, the introduction will precede the body, and a conclusion will follow the body.  Prepare this as an actual report for an actual business.  DO NOT include anything about a class assignment—no mention of MBA615!

Written:   

Review both the report writing process and the components of a formal report, including the required prefatory pages (Title page, Transmittal, Table of Contents, List of Illustrations, and Executive Summary), the necessary Introductory topics (review the possible topics and choose which ones are necessary based on the reader’s needs), Minto’s pyramid arrangement for the body (what, why, how), the conclusion, Appendices (pre- and post-SWOT, for example), and Sources/References.

Hints:  

· Make the report Reader friendly—internal descriptive headings—same as the approved final outline/Table of Contents , bulleted/numbered lists, 6-8 line average paragraphs with a clear topic sentence for each paragraph
· Include Visuals—examples:  summary table of all costs (direct and indirect), time line
· Provide specific information  (including the title and subject line on the transmittal)  
· Persuade with facts—include research (primary and secondary) and cite correctly
·  Keep third person/formal writing--focus on the proposed training rather than on you, the writer:  no first or second person pronouns (except in the transmittal)
·  Use concise wording—Review Period 1 “C’s” for concise wording, including fillers (there/it)
· Analyze for completeness--anticipate and answer ALL reader questions such as cost, length, training method/company, how to determine success, who does what, when—keep thinking!
· Be sure report is credible--determine the type of support to include to persuade your reader(s) to accept your proposal:  Research from Period 1 about the importance of effective communication plus additional research (secondary research) and your/colleagues’ testimonials (primary research) are examples
· Prepare a cost/benefit analysis--by itself, the statement “this training will increase our department’s efficiency” is meaningless; show the figures and define “successful”
· Consider the risks/mitigation—what are the risks associated with the training (risks are always inherent).  What are they and propose how those can be mitigated.   
· Include follow up--what is/are the next step(s) and who takes the next step?  Suggest a meeting time to discuss the next step in the transmittal.  

Your formal analytical business report proper (introduction/body/ending) will be between 4-6 pages.  The report from cover to cover will be between 10-15 pages.  

The only way to know if a proposal is effective is if it’s accepted.  You have only one chance to get it accepted-so it must be complete and “reader friendly”!  Be sure to include all the information the reader will want/need in deciding whether to accept/reject your communication training proposal.
The proposal you submit should be your fourth or fifth version (business people edit/revise/proofread six times, on average, before submitting a document).  Your report must demonstrate an understanding of the effective writing principles discussed/illustrated throughout Periods 1, 2, and 3.   


Oral:  Your supervisor is considering your written request and has asked you to present the request to all managers at the next GM meeting.  You have been scheduled on the agenda for 3 minutes. Remember to think about who is in your audience and consider the best methods to persuade them (a strong attention getter, specific examples, credible sources—keep thinking). While you are making the same argument that you did in your written report, remember that a presentation engages the audience in a different way. 

See the “hint” section above. You need to back up your claims with support in the presentation portion also. Anticipate and answer audience questions. 

Slide Deck: Use five slides—review requirements for a slide deck to accompany an oral presentation.  You will not use these during your presentation.  Rather, you will send these to me as a separate file so that I can give you feedback on your visuals. You will be graded on how the slides complement your content and on your overall design (consistent, professional, and audience-focused). Visual aids should help your audience follow, understand and remember your message. 

 
Format
Report:  The report proper (intro, body, ending) should not exceed six single-spaced pages, excluding visuals and references.  The entire report (excluding Appendices) should be between 10-15 pages.  The number of appendices is unlimited.
 
Your business report needs to look professionally prepared and visually appealing. You will use visuals which best communicate the information.  Carefully analyze which visuals should be in the report body and which should be in the Appendices.
  
Report Parts:
Your report will include
· Title Page
· Transmittal
· Table of Contents
· List of Illustrations
· Executive Summary
· Introduction--include necessary parts of your specific reader
· Body (writer's sectiopn following Minto's pyramid:  What, Why, How)
· Conclusion
· References--follow Regent's format
· Appendices (both the pre- and post-SWOT will be two of the appended items

