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	Recommendation Report: (25%)
Due:  Thursday, 4/30 by midnight

With this project, you learn to use the structure and format of a recommendation report, interviewing, surveying, and reading as research techniques, and you learn to develop conclusions and recommendations from data.  
In short, this project will be the culmination of all the course’s lessons about workplace writing, including design, rhetorical stance, clarity, correctness, coherence, format, etc.
Guidelines. For this project, recall the following from your proposal memo (MP III): 
· Your topic must concern some problem, project, or goal (perhaps at your college or workplace or in your major or community).  We have completed this phase with the proposal memo.
· You need at least three information sources, including one interviewee (who must hold a managerial, technical, or instructional position or be an expert on your topic—an email interview is fine) and at least two academic sources. 
· Any background materials—journals, newspapers, reports, books—must be current, relevant, and reliable. 
· Your report should be a minimum of seven to ten pages, not including the letter of transmittal, table of contents, and appendix documents. 
· Your report must include at least three graphics pertinent to the discussion (graph, drawing, diagram, map, or table) 
· Your report must include some form of quantifiable data. 
· Your report must include some survey or questionnaire results.

Interviewing. Contact your interviewee, describe your project, and request an appointment for an interview or ask if your interviewee would allow you to interview him/her by email.  Prepare for the interview by forming precise questions but not simplistic yes/no questions. Ask probing questions that get you the information you need and that allow the interviewee to open up and volunteer information. 
Writing.  After you have gathered the necessary information, develop it into a recommendation report using the format shown in our readings or videos, the format outline listed on your proposal assignment, or the format in the student examples. Develop conclusions and recommendations that logically flow from the information you have gathered. 
Purpose and Audience.
Before you begin you should have a clear sense of whom your primary and secondary readers are for the report.  Include the background information that they will need to understand your discussion, and tailor your arguments to match those that your readers will find convincing and compelling.  Also make sure that you understand why you are writing this report and what main points you want to convey to your readers.  

Use the outline below to structure your report, and draw on the rhetorical appeals and methods of development discussed previously to develop and explain the solutions that you found for the problem that you identified in your proposal.
■  Letter or memo of transmittal
■  Title page
■  Abstract or executive summary
■  Table of contents
■  Body of report (problem statement, purpose, topics investigated, methods & procedures, etc.)
■  Conclusion
■  Works cited or references
■  Appendices (copies of maps, surveys, interview questions, etc.)














