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[bookmark: _Toc434673890]Executive Summary
The executive summary is often the only page that is read by busy executives.  It summarizes the essential parts of the report for busy executives and should contain enough information for the executive to make a decision or concur with the recommendations you give. Theoretically, your boss should be able to read the executive summary and make an informed decision without reading the rest of the report. The executive summary is typically written last.  

The executive summary is placed on its own page.  The executive summary text should be in a minimum of 11 point font.  One inch margins are recommended.  In this template, the beginning sentence of each paragraph is not indented and a single space (blank line) is required when a new paragraph begins.  When a new paragraph begins, it is formatted as demonstrated here.

Typically the first paragraph of the executive summary introduces the report using a neutral opening and outlines the major sections of the report.

The second paragraph of the executive summary includes the problem statement, the purpose statement, the research questions, the methodology/approach for researching the problem and a summary of the major findings 

The third paragraph of the executive summary includes the conclusions and recommendations.  A busy reader (or executive) should be able to read your executive summary and understand why you wrote the report, what you researched, what you concluded/recommend and how the results affect his/her decision-making process. 


Text place holder for an introductory paragraph.  The introductory paragraph should not be long because its sole purpose is to introduce the report.  Make sure your formatting is consistent.  
[bookmark: _Toc434673891]Problem Statement

This section typically reveals the problem statement in one short paragraph.  Be sure to review the feedback you received in Module 5 and make necessary adjustments to your problem statement.  
Make sure your writing is formal and avoid the use of personal pronouns such as I, we, you and our.  
[bookmark: _Toc434673892]Heading 3

Text place holder for contents under Heading 3.  
This section heading is typically the purpose statement, posed in 1-2 short paragraphs.  Be sure to review the feedback you received in Module 5 and make necessary adjustments to your purpose statement.  
[bookmark: _Toc434673893]Heading 4

Text place holder for contents under Heading 4.  
This section typically introduces the research questions that will be answered later in the report.  Because I provided the survey results in the last Module, you will probably need to adjust the research questions you submitted in Module 5.  Make sure your logic is consistent throughout the report.  
Be sure formatting is consistent.  In this template, paragraphs are not indented.  There is a single space between figures and paragraphs.  Remember to use talking headings for your business plan report.
[bookmark: _Toc434673894]Heading 5

Text place holder for contents under Heading 5.  
This section typically covers the research methodology.  It is 1-2 paragraphs long. 
You may make up a short description of how the survey was conducted (i.e. convenience sample or targeted feedback using a survey website such as Survey Monkey).  You should also consider an in-body citation for the raw survey data (Appendix A).  Also, explain why you chose your secondary resources. Make sure your formatting is consistent.  
[bookmark: _Toc434673895]Heading 6 (Discussion of Findings – 3-4 pages of your report) 

Text place holder for contents under Heading 6.  This section typically covers research findings and is the longest and most important part of the report.  This is where you discuss your primary and secondary research results.  The first paragraph provides and introduction for the results.   Remember, you should not have a second level heading directly after a first level heading without some intervening text; this is the reason for the introductory paragraph.
In the next paragraphs, you talk about the data you gathered and how the secondary resources support or contradict the primary research.  Your personal opinion is irrelevant in this section.  The discussion of findings section should be well-cited using primary and secondary resources. In-body citations are required and if you cite a new source every 3-4 sentences, then you are on the right track for producing a well-researched business report.  
[bookmark: _Toc434673896]Second Level Heading 1 (typically a talking heading answering Research Question 1) 
Many students use a talking (second level) heading to preview the results of the first research question.  Add additional headings as needed.  Don’t forget to update the Table of Contents when you change headings.  
Be sure to introduce your figures properly in the text (review Chapter 3 in textbook).  The figures/graphs should include the following:
· A descriptive title
· Data that enhances reader understanding and logically demonstrates trends from the primary research (survey)
· Attractive layouts with legible text
· Labelled axes
· A description of the figure within the text.  Do not reiterate the descriptive title exactly.  Instead describe the figure and summarize important features of the visual in the body of the report. 
[bookmark: _Toc325552271][bookmark: _Toc325632255][bookmark: _Toc326327176]Figure 1 Placeholder

[bookmark: _Toc425950554]Figure 1: Text Placeholder for the figure title. 
In this template, the descriptive title is shown in blue because it is already linked to the Table of Figures.  You may cut and paste this Figure title placeholder to a different section, as needed.  Remember, all the text in blue will show up in the Table of Figures, so only place the figure title here.  If you wish to include additional information as a caption, you will need determine the best way to format this information.  
Figure 2 Placeholder

[bookmark: _Toc325552272][bookmark: _Toc325632256][bookmark: _Toc326327177][bookmark: _Toc425950555]Figure 2: Text Placeholder for the figure title.  Move this figure placeholder to a different section, as needed.
[bookmark: _Toc434673897]Make sure your formatting is consistent.  There is a single space between figures and paragraphs.  Be sure to summarize each Figure in the body of the paper by addressing the key features of the visual and how they relate to your overall report.  Additional text may be placed after the introduction of a figure, especially if it helps you fit the figure onto one page without undersizing it.  
Second Level Heading 2 (typically answers the second research question) 
Many students use a talking (second level) heading to preview the results of the second research question.   Add additional headings as needed.  Don’t forget to update the Table of Contents when you change headings.  
Figure 3 Placeholder

[bookmark: _Toc425950556]Figure 3: Text Placeholder for the figure title.  Move this figure placeholder to a different section, as needed.
Ensure that your secondary data comes from credible secondary resources.  Credible sources include industry reports, peer-reviewed papers, and news reports with data and a cited author.  Wikipedia should not be cited; it is an example of a non-credible resource.  You should paraphrase relevant content found in secondary sources instead of copying sections verbatim.  Quotations are an exception.  
[bookmark: _Toc434673898]Second Level Heading 3 (typically answers the third research question) 
Text place holder for second level heading 3.  Add additional headings as needed.  Don’t forget to update the Table of Contents when you change headings.  
[bookmark: _Toc434673899]Second Level Heading 4 (typically answers the fourth research question) 
Text place holder for second level heading 4.  Add additional headings as needed.  Don’t forget to update the Table of Contents when you change headings.  
[bookmark: _Toc434673900]Add Additional Second Level Headings as needed 
Text place holder for additional second level headings.  Be sure to include all the required sections in your final report.  Don’t forget to update the Table of Contents when you change headings.  
[bookmark: _Toc434673901][bookmark: _Ref325100904][bookmark: _Ref325103368][bookmark: _Ref325103374]Conclusions (~1/2 page)

Text place holder for contents under conclusions.  Conclusions are inferences you make based on the discussion of your findings.  No new data should be presented in this section.  Repeat and summarize the main points you have already discussed in the findings section.
[bookmark: _Toc434673902]Recommendations (1/2 -1 page)

Text place holder for contents under recommendations.  Make strong recommendations with assertiveness and a positive tone.  This is the only place where your personal opinion could be voiced and it should only be done as a recommendation based on your research and conclusions. 
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Text place holder for contents under sources.  Use APA or MLA style. You are required to have at least 3 secondary resources.  More is better.  Make sure that each one of your sources has at least one in-body citation within the report.  


[bookmark: _Toc434673904]Appendix A – Be Sure to Name the Appendix Appropriately Here

Text place holder for contents under Appendix A.  Be sure the formatting, including font size and style is consistent with the rest of your report.  
An appendix is used when we have information for the report that is not so important that the reader needs to read it inside the content of the report.  It might support some information but it is not critical to the report.   If he/she cares to, he/she can look at the appendix it later on.  
Each appendix is labeled and has the same title as what is on the Table of Contents page.  
Appendices can be graphs, articles, tables or in your case, raw survey results.  
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