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Be sure to read the Final Business Report Instructions found within this module carefully.  Survey data (primary research) is provided for you in this module.
Include all the required sections and remember to review the rubric to see how your final will be graded.  
Note that a sample business report template is provided in Module Nine. You may use that template to be sure you are using the correct report format.
Please note that you will be allowed only one attempt for this assignment. Turn it in only when you have it in the final form. It is being treated as a final exam and no advance feedback will be given on drafts.
Make sure that your Turn-It-In score is less than 15 percent!

Final Business Report Rubric:
Title Page - Title is concise and descriptive 
Title Page - Full identification of the sponsor for report is provided 
Title Page - Full identification of preparer is provided 
Title Page - Completion date is given 
Title Page - Attractive layout is used 
Content Page - Appropriate title for page is used 
Content Page - Tabular arrangement is used to indicate heading degrees.
Content Page - Appropriate 1st and 2nd level headings are used (with exact wording) from report 
Content Page - Figures/Tables and Appendix are included with exact wording from the report 
Content Page - Page numbers (after leader dots) are correctly aligned 
Executive Summary - Appropriate title for page is used; the reader could understand the main points of the report from ONLY the executive summary 
Executive Summary - First paragraph introduces report and outlines major sections of report 
Executive Summary - Second paragraph includes the problem, purpose, research questions, and a summary of your major findings 
Executive Summary - Third paragraph includes the conclusions and recommendations 
Introduction - A neutral paragraph is included that leads to the topic of the report 
Introduction - A clear statement of the problem is provided (and answered in the recommendations section) 
Introduction - A clear statement of the purpose is provided
Introduction - Research questions are listed 
Introduction - Methodology, both primary and secondary, is discussed 
Findings - Each statement is meaningful in its contribution to the solution of the problem 
Findings - Ideas are logically sequenced 
Findings - Objective reporting style is used rather than persuasive or emotional 
Findings - Careful use of primary data is evidenced; visuals contribute to reader understanding 
Findings - Careful use of secondary data is evidenced 
Findings - Adequate facts and figures (visuals) are provided to support statements 
Conclusions - A conclusion is provided for each research question 
Conclusions - Conclusions are stated clearly (not a recommendation) and are a logical outgrowth of findings from primary and secondary research 
Recommendations - First line of recommendation answers the problem statement 
Recommendations - Recommendation(s) grow naturally from conclusions; recommendations are stated confidently 
Citations/Referencing - Minimum number of sources are included (APA or MLA style) 
Citations/Referencing - An in-body citation is provided for each quoted and paraphrased score (APA or MLA style) 
Citations/Referencing - Reference page contains a complete, accurate entry for each source cited (APA or MLA style) 
Appendix - Title is appropriate and formatted correctly; material in appendix is formatted to be reader-friendly 
Appendix - Material in the appendix is referenced in the body of the report (usually the Methodology section) 
Format/Layout - Formatting is consistent throughout; proper margins are used; all pages are numbered appropriately 
 Format/Layout - Talking headings are properly formatted and spaced, including intervening text between two levels of headings 
Format/Layout - Talking headings are short, but descriptive of the contents of the sections 
Format/Layout - Parallel construction is used in headings at the same level 
Writing Style - Use of "I" and "We" pronouns is avoided 
Writing Style - Active/passive voice is used effectively 
Writing Style - Proper verb tense is used 
Writing Style - Ambiguous pronoun references (this) is avoided 
Writing Style - Expletive beginnings (there is, it is) are avoided 
Writing Style - Wordiness is avoided 
Writing Style - Lists of three or more items are enumerated or bullet-pointed 
Writing Style - Transition sentences are incorporated for coherence 
Writing Style - Proper grammar and mechanics are applied 

Required elements of your Final Business Report:
1. Cover Page – You are welcome to design an attractive cover page layout, but be sure to include the report title, the sponsor name (your CEO), the sponsor’s organization, and the date of completion.  There is no page number on the cover page.
2. Contents Page – The headings and sub-headings should be exactly what is written in the report.  Be sure to use talking headings (see p. 236 in your textbook).
3. Table of Figures Page
4.  Executive Summary – The executive summary is an essential part of the report. The reader should have enough information from this summary to make an informed decision without reading the rest of the report.
5. Body of Report, including
· introductory paragraph 
· problem statement (from Module Six assignment)
· purpose statement (from Module Six assignment)
· research questions (from Module Six assignment)
· methodology 
· discussion of findings/research
· a minimum of two graphs/figures 
· conclusions
· recommendations 
6. Sources in APA style
7. Appendix (at least one) - Use the file “Primary Data - Telecommuting” or “Primary Data - Flex” for your Appendix A. An in-body citation for the appendix is required. Most students cite the appendix in the methodology section.  Others prefer to reference the appendix when they discuss the survey data in the discussion of findings section. 
You must include a minimum of THREE (3) secondary sources, with in-body citations.  The body of your paper (from introductory paragraph to recommendations) must be a minimum of five (5) pages and a maximum of seven (7) pages!

