Writing Assignment 3: Research Report
Due Date
Friday November 13, 2020 by 6 pm on Blackboard
Points
200 points 
File Details
Your assignment must be turned in as a single Microsoft Word Document (.docx) as a file attached to your submission. Use the naming convention below to title your file.
LastName FirstName – assignment name – day month year.docx
Example: Smith John –Writing Assignment 1 – 3 June 2020.docx
For Review
This Writing Assignment covers material from weeks 7-11.
Author
You, an emerging scholar/professional in your field of study
Audience
The audience for the Research Paper to come (Unit 4) will be interested young professionals in your field
Genre Considerations
· Formal Report formatting using the subsections listed below
· 3000-5000 words total
· must rely on at least 2 visuals
· Must have at least 10 sources
· At least 5 of those sources must be scholarly/peer reviewed
For Students in the School of Business only
As a part of the School of Business’s AACSB accreditation, students from the School of Business have a task to accomplish within this assignment. If you are a business major, your paper must address some issue of diversity in business—for example, gender or race issues in the workplace, or communication with people from different cultures. The issue of diversity does not need to be the topic of the paper, but some aspect of diversity must be discussed as a part of the paper’s research. All other majors are free to choose your own topic from those within your major.
Task
Write an analytic research report that adheres to the following structure. 
I. Front Matter
a. Title Page/Cover Page
b. Executive Summary
c. Table of Contents
d. List of Illustrations
II. Body of Report
a. Introduction
b. Background or History
c. Methods of Research
d. Analysis/Findings
e. Conclusion
III. Back Matter
a. Works Cited/Bibliography
b. [optional] Index
c. [optional] Glossary
d. [optional] Appendices

Notes about sections
I. Front Matter
a. Title Page/Cover Page
b. Executive Summary
c. Table of Contents
d. List of Illustrations

The front matter in a formal report is entirely audience-oriented.
The title page is clearly titled and addressed to the audience, and the title is relevant and interesting. Some reports will use the title page to add an aesthetic graphic, but this can look very amateurish, so proceed with caution if you choose to add graphics to the title page. Usually understated is best for a title page graphic on a formal report, something like a logo, a seal, or a watermark tends to make the best titlepage graphic if you want the report’s appearance to connote seriousness.
The Executive Summary is a basic summary of your purpose statement and the findings/analysis of your research report to come. The audience for an Executive Summary is always assumed to be a busy executive who just needs the report’s major deliverables on a single page. For reports of our length, the Executive Summary should never exceed 1 page.
The Table of Contents and List of Illustrations are orienting tools for the audience to find their way through the report in a clear and easy manner. There are many examples on Blackboard, the textbook, and online for how to prepare these two types of sections. Your stylesheet, such as APA, MLA, or Chicago should also have advice for how to prepare a list of illustrations that you’re citing.
II. Body of Report
a. Introduction
b. Background or History
c. Methods of Research
d. Analysis/Findings
e. Conclusion
The report’s body is where the actual research is reported. You will see some repetition here with some of the things written on the proposal, but the repetition is not simply copy-paste. Things that repeat from the proposal must be updated to reflect the further precision and detail of the report.

The introduction to the report should bring together your sense of your specific audience and the major topics of the report. This section of the report is where you present the specific information about your topic to your audience. You must interest them in the subject of the report and demonstrate how or why your information could be useful to them in the future. The introduction should end with the research report’s final, specific purpose statement. This purpose statement will be revised from the version in your Research Proposal to be much more specific and relevant to the report information you’re presenting here.

The background/history section of the report is just what it says. Here you provide the necessary background information your audience needs to contextualize your topic. This section is logos-driven and should be about facts that your audience needs to know to better understand your research.

The methods of research section has to do with describing the Methods you’ve used to find your research. Here, you also describe how you arrived at the specific version of your topic by discussing how you solved the problem of scope in your research. How did you find a perspective on your research that was just the right size for the semester, rather than a topic that was too big or too small?

The analysis/findings section of the report is where you do the detailed and specific reporting and analysis of the research you’ve found. Here, you actually deliver the heart of what you found, in all its detail and complexity. You compare sources, you cite sources, you describe and synthesize information from a variety of sources. Most importantly, you analyze what you read for the audience to see the process by which you arrive at your conclusion. This is the most important section of the paper, and it would be difficult to be too detailed here. This is the section where all your weeks of research and reading pay off, and you get to describe the perspective on your topic that you’ve arrived at after having done the research.

The conclusion is a section where you offer your most concise version of what you found in your report, restated in a thoughtful, memorable take-away for the audience. What important things should people not forget from your report? What should they try to hang onto from your learning in this topic area?
 
III. Back Matter
a. Works Cited/Bibliography
b. [optional] Index
c. [optional] Glossary
d. [optional] Appendices

The Works Cited/Bibliography is the references page for your research paper. Here you list, in appropriate citation style (APA, MLA, etc.), all the sources that you directly cite, or indirectly summarize in your research. Your research throughout must also reflect appropriate citation style for your in-text citations/quotations. 

The following three sections are optional, and I don’t expect them on any of your papers. You’re free to use them if you need or want to.

An index is a list of where all the major topics, people, places, and ideas in your paper occur, along with a page reference for each. These generally don’t get added to reports until the report is at least 50-100+ pages long.

A glossary is an alphabetized list of important terms and definitions of those terms for your paper. It’s kind of like a specific little dictionary that goes with the paper. The glossary is a common feature on legal documents, but relatively uncommon in other areas of report writing. Often, it’s most commonly found on longer (50-100+ page) reports that are technically or legalistically very complex.

Appendices are the spot where you put anything that didn’t fit properly into another section of the report. For example, if your research involves an interview, you would need to include the transcript in the report. But an interview transcript doesn’t fit anywhere else in the report without being very disruptive, so you add “Appendix A: Interview Transcript” to the back matter, and now the interview has an appropriate home in the final report. An Appendix is always named with a letter, and it is useful for all manner of things that don’t fit elsewhere in the report.

Rubric for Evaluation
Grading will be complicated to reflect the complexity of a research report, so please examine the peer review document for discussion of how points are broken down specifically. Here is the general set of questions I use to evaluate these papers.
1. appropriate length of 3000-5000 words?
2. the accuracy and completeness of the References list or list of Works Cited at the end (10 required sources; 5 must be scholarly)?
3. the location and content of the parenthetical citations in the text itself?
4. the accuracy, usefulness, and smoothness of insertion of quotes, paraphrases, and summaries?
5. effective use of a logical organizational structure for the essay?
6. a clear and effective statement of the purpose statement of the paper in the Introduction?
7. effective body paragraphs that are unified, coherent, and complete that build a logical structure for your argument. I will choose at least one at random at look at it very carefully?
8. research that is recent, scholarly, and relevant to your topic, and sufficient in scope to make your case?
9. has at least two visuals present and used thoughtfully and correctly?
10. the correct format of the paper (using APA or MLA)?
11. correct grammar and mechanics?


