TO:                 Proximity Media Teams
FROM:           Paul Miers
DATE:            April 20, 2015
SUBJECT:      Final Report Proposal

Your next assignment is to write a proposal (2-3 pp.) for the formal report you will submit at the end of the semester.  
Schedule for drafts and final copy
· Post a draft of your proposal on Blackboard before the start of class on Monday, April 27 or Tuesday, April 28.
· [bookmark: _GoBack]Submit final copy for grading by the end of the day on Sunday, May 3.
Final report format
The final report is an external document for a specific set of clients. Before starting the proposal, you should look at formal report template and sample report on Blackboard
[bookmark: TOC-Final-Report-Format]The critical point to note now is that the report format provides a modular framework which you will customize for your topic. All reports will have a standard cover page, table of contents, executive summary, 5-7 narrative body pages organized by first order topic headings, and a reference page. How many (if any) and what kinds of figures, tables, and attachments you add to your report will depend on your topic. The final version of your report proposal will describe how you expect to organize your report's components.

Report topics

The critical constraint on your report topic is the length of the narrative body. Proximity reports are intended to be concise documents reporting on a specific issue related to how millennials use social media.   
Topics should be developed for the primary reader of the report, a person who has a stake in the issue you cover. Possible primary readers include:
· owners or managers of profit or non-profit organizations who want to engage millennials;
· investors who want to know whether to invest in a social media company;
· professional marketers who need to understand a millennial social media trend;
· managers who need to understand how to develop social media for millennials users.  
You should select one such audience and then propose a report which addresses a specific case or issue that has immediate business / professional relevance.


Report proposal

The formal report proposal itself should be a memo addressed to your team organized with the following six topic headings.
· Unheaded introduction - a brief description of the issue or problem and formally propose to write a report addressing that issue.
· Title – a descriptive working title for the report that indicates what the report is about.
· Audience – one or two sentence description of who should read the report and why.
· Rationale – background information that describes the basic issue, problem, opportunity, or process covered by the report. The rationale statement should provide support for the needs statement in your audience section.
· Report contents – list of first order topics to be covered by the report and what sort of additional material you expect to include. You may make changes to this projection as you work on the report. Describing the content of the report now, however, forces you to think about it in terms of the constraints imposed by the format.
· Review of sources - describe the basic sources you expect to use in writing the report. Your source description for the proposal must include an annotated list of at least five sources (see "Writing Annotated Bibliographies") . Trust me on this requirement. Annotating five sources will not only vastly improve your writing on the proposal but also give you a head start on writing the report itself.

Many of the sources you will be using for the report are going to come from blogs rather than conventional print media or journal. The principle sources to use are the ones you may have already used for the strategy report; however, you should do a thorough search on CookOne for conventional sources.

[image: ]
image1.tmp
Report Formal
Proposal Report Audience
Intemaldocument External document for
addressed o your a particular set of Profit or nonprofit
team. Seeks Proximity lients. organizations
approvalfor Addresses a specific Investors
socil media issue. Developersorusers

writing the report.





