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TASK/PURPOSE 
In this long research report, you will learn to effectively present the analysis of your research 
findings (both primary and secondary), draw appropriate conclusions and develop useful 
recommendations for your client. The content will be presented in a logical and orderly manner and 
contain various parts such as sections, headings, visual(s) and supplements. 
 

PROCESS 
1. Outline the report. Plan before you write. Look at the guidelines listed below in the 

ASSESSMENT CRITERIA and decide how you should tackle each part of the report. 
2. Write the report. Arrange and structure your report as follows: letter of transmittal, title 

page, abstract, table of contents, list of illustrations, text/body, references, and appendix. 
3. Format/design your report. Use single-spacing, block paragraphs, 1” margins, bolded 

headings for major and sub-sections, an appropriate (12pt) font, and clear paragraph 
divisions. Your report should look professional appealing, since your audience is an external 
client. For example, use the same color scheme as your logo/letterhead and a cover page 
design so that the overall look is polished. 

4. Revise, edit, and proofread your report. First, revise for content. Is it organized logically? 
Have you included all the necessary information in each section (bear in mind that readers of 
long reports may not read them in the same order). Second, revise for structure. Does each 
section have an introductory sentence? Are transitions smooth? Third, edit your report for 
consistent and professional (not colloquial or informal) terminology, active voice, clarity, and 
brevity. Finally, proofread your report for spelling and grammatical errors.  

5. Submit your final report through Moodle as “yourcompanyname_finalreport.pdf” by 
11:55pm on Tuesday, April 4th. 
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ASSESSMENT CRITERIA 
Front Matter        

  Missing or 
not 
submitted 
(0.0) 

Does not 
meet 
requirements; 
below average 
(1.0-1.9) 

Meets 
minimum 
requirements; 
patterns of 
error (2.0-2.9) 

Generally 
strong; 
few 
errors 
(3.0-3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-
4.0) 

Letter of 
Transmittal/Cover 
Letter 

A 1-page transmittal letter addressed to 
Ann Thomson, Director of Consumer 
Insights and Analytics at your client’s 
company. Cite the name of the report, 
explain the purpose of the report and 
highlight the main points of the report 
(major findings and recommendations). 
Encourage the reader to get in touch with 
you if there are any comments, concerns, 
or questions. The letter is prepared 
according to the standard full-block 
format, including a letterhead, 12 pt. font, 
1” margins, single-spacing, sender’s 
address, date, receiver’s name, title and 
address, salutation (followed by a colon), 
complimentary closing, sender’s signature, 
name and title. 

     

Title Page/Report 
Design 

The report is professional appealing and 
well-designed (following C.R.A.P. 
principles), including the 1-page title or 
cover page, which contains the title of your 
report, the names of your team members, 
your client’s name and company, and the 
date. 

     

Abstract A one-paragraph informative 
abstract/summary of the entire report that 
could stand alone and make sense on its 
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own. It offers an overview of the research 
purpose, primary research findings, 
recommendations, and conclusion. 

Table of Contents A table of contents listing the major 
headings and subheadings of the report 
(including the list of illustrations) and their 
corresponding page numbers that are right 
aligned.  

     

List of illustrations Your report should include at least one 
figure and table. Include the number, title, 
and page number. 

     

Text of the Report       

Introduction  The introduction contains sufficient or 
necessary background information to 
contextualize your research for your 
audience: i.e., it describes authorization for 
report and background of research, such as 
the purpose/goal of this research, the 
specifics for data collection and methods, 
and the scope. This section does not 
include primary research findings, 
conclusions and recommendations. 

     

Discussion 
 

This section contains the details of your 
primary research, i.e., discuss, analyze, 
interpret and evaluate your primary 
research findings to make an argument. It 
begins with an introductory paragraph that 
summarizes the section. Each sub-heading 
is thoroughly explained based on a logical 
order of severity/importance and 
supported by proper amount of concrete 
evidence. 
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Conclusion The conclusion contains a brief summary 
of your primary research findings. It 
should be based on the information and 
documentation in the introduction and 
discussion (primary research findings) of 
the report (not new information such as 
secondary research or recommendations). 

     

Recommendations 
(based on peer-
reviewed sources 
from 2010-2017) 

The recommendations are based on peer-
reviewed articles (published in 2010-2017) 
and either provide specific practical steps 
that the company could take and/or 
illustrate the broader impact of their 
actions or inactions. This section begins 
with an appropriate introductory sentence 
and uses numbered lists and parallel 
structure. 

     

Visuals (tables and 
figures) 

High quality visuals (at least one table and 
one pie chart) are placed close to the 
textual reference. They are readable, 
identified, inserted, introduced and 
interpreted properly. You follow APA style 
guide for in-text citations and captions 
(tables and figures). 

     

Back Matter        

References and in-
text citation in 
APA style 

At least 3 peer-reviewed sources from 
scholarly journals are cited in the 
References, and in-text citation (e.g., 
commas, quotations, parenthesis, block 
quoting) is formatted using APA style. 

     

Appendix This section includes at least one 
supporting or supplemental material for 
the report, e.g., the complete or specific 
quotes (verbatim) that you have cited in 
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the report, and/or the table that includes 
all the major categories and subcategories. 

       

Formatting The report uses 1” margins, bolded and 
large headings for major sections, 12pt 
font, single-spacing, block paragraphs, and 
page numbers (with p.1 starting on the 
Table of Contents). The entire report 
should have at least 9 pages (including the 
front and back matter). The file is properly 
formatted and labeled as 
“yourcompanyname_finalreport.pdf” 

     

Grammar, spelling 
and punctuation 

The report uses correct grammar, syntax, 
punctuation, and spelling. The writing is 
clear, concise and concrete (e.g., using 
strong, active verbs, consistent verb tense 
and professional terminology). Numbers 
are presented properly following APA 
style. 

     

 


