FORMAL REPORTS:  Formal Long Report  
· Your assignment is to write a Formal Long Report.  

· The report must be at least 8-10 pages, 

· not including front matter and back matter.

· Consult the book’s activities, especially #5, #6, #7.

· Major-based

· Work-based

· School-based

· (M-Global-based?)

REPORT DIVISIONS
· This report will have several major divisions and will include several preliminary and supplementary sections. 
· These sections are outlined for you below, in order of their appearance.
	1. Title Page 
· not Cover Page
· detailed title

· topic + main idea (investigation, recommendation, evaluation, proposal)

· NO page numbers on Title Page
2. Planning Form (although not typically part of Formal Reports, you’ll complete one for this project)
3. Memo of Transmittal 
· or, Letter of Transmittal (if external)
· single-spaced, 1 page, initialed, template

4. Table of Contents

5. List of Illustrations

6. Executive Summary 
· like an Abstract in a memo
· single-spaced, 1 page, major points, to boss

7. Body (do not label as “Body” in the report)

a. “Introduction” (to all readers)
1) “Project Description” (purpose)
2) “Project Scope” (objectives)
3) “Project Format”
· Method of Research 

b. “Analysis of the Problem”
· similar to the Problem Analysis informal report

c. “Findings”

· (in as many sections as necessary): 
· support = information, facts, examples, statistics, tables, graphics, and so on 

· research ( citations & Works Consulted page
d. “Conclusions and Recommendations”
· comprehensive

· lists can be employed (amid paragraphs)

   7. Works Consulted (place in the Appendix section)

   8. Appendix:  
· a collection of all pertinent data used in the report 
· (such as raw data, pamphlets, correspondence, questionnaires) 
· overly technical data that would detract from the Body
· (include the WC page)


REMINDERS:
· Complete a Planning Form before you begin in earnest.

· Use the appropriate templates (memo, letter,…).

· *Mind your pagination
· consult the text book or the PPT

· *Section headings
· bold

· ALLCAPS

· centered 

· *new section = new page (make data easy to find)

· *PROOFREAD!!!!

·  “TO:” line

· address the report and its memos to the appropriate individual(s)

· not necessarily the college’s president

· consult the school’s Web site

· Include graphics where necessary (and list them on the List of Illustrations).

· relevant pictures, tables, charts, graphs

· Mind your left margins

· you’ll be binding these reports on the left side

· Consult the text book chapter or the PPTs for specific guidelines, formats

· POV

· no “you” throughout

· use “students” or “one”

· Works Consulted page

· don’t forget to include one

· place it in your Appendix section

· use proper MLA format

GRADING:
· Planning Form

· Title Page

· Memo of Transmittal
· Table of Contents page
· List of Illustrations page
· Executive Summary
· Introduction
· Body

· Conclusions and Recommendations

· Works Consulted page

· Documentation 

· Appendix

· Pagination 

TOPICS
· Topic selection is to be submitted to the instructor before you start working. 
· You may choose to pursue a research-based report, a work-related report, or a campus-related report. 
· Be sure to select a workable topic that may be completed in the timeframe allotted for the course.

· School-related topics (examples):

· Physical Campus

· parking lot design

· handicap parking, accessibility 

· lab space

· air conditioning (HVAC)
· soda machines, candy machines, energy drinks 

· copy machines

· safety & security issues 
· lighting, panic buttons, emergency buttons/phones, 

· security guards, security escorts
· writing center

· computer labs (staff, computers, hours, help)

· daycare center at LCCC

· on-call nurse

· psychological counseling

· Curriculum

· needed updates for courses (additions, subtractions)
· removal of / need for CORE courses (Humanities education)

· Extracurricular Activities

· need for more cultural events
· need for more service learning opportunities (1-credit mandatory community service project)
· need for more activities

· Support Services

· problems registering for classes

· financial aid

· tutoring

· Equipment 

· related to your major (microscope, camera, voice recorder,…)
· gym, entertainment, recreation equipment

· Since we’re in the middle of a economic recession, perhaps we can explore a way in which the school can save money or trim excesses or a way for students to save money

· (save money)

· books

· fees

· fraternities/
· sororities

· intramurals

· sports programs

· hirings

· tuition

· gas money

· 4-day work week

· (make money)

· fees 

· tuition

· taxes

· athletic events

· (students)

· bus to school

· share-ride program

· meal plans

· used book sale







