Page 8

I. The Written Report

A. Introduction

a. Purpose – enables the decision maker to weigh the facts and arguments in the document and implement the final solutions

b. Audience – the length, organization, and presentation modes of the report will among other things, depend on the target audience

EXAMPLES:

( some executives are averse to reading a lot of material and want to know only the critical aspects of the survey and the findings in a brief report 

( a synopsis or executive summary is sufficient to help them quickly grasp the essentials of the study

( some managers are distracted by data presented in the form of tables and feel more comfortable with grasps and charts

( others want to see “facts and figures”

B. Integral Parts of the Report

a. The Title of the report

( the title should be succinctly describe what the study is all about

EXAMPLE:

A study of Customer Satisfaction with the Pizza Hut at Sunshine City, Illinois

b. Table of Contents

( the table of contents indicates, with page references, the important headings and sub-headings of the report

( a separate list of tables and figures should follow the listing of the written contents of the report

c. Synopsis(or Executive Summary) – is an account of the research study that although very brief should give:

( all important information with respect to the study in order to furnish the reader with a good overview

( the hypothesis used

( the data collections used

( the sampling design resorted to

( the findings

( suggestions for implementation of recommendation

d. Introductory Section

Points to be covered:

( enunciating the broad problem or issue that is researched

( providing the background and rationale for the study

( literature review

( specifying the problem statement and clearly identifying research questions to be addressed

( developing a theoretical framework and hypothesis in the case of analytical studies 

( describing the nature and type of study, time horizon, the study setting, and the unit of analysis.  This is called the study design.

( a good transition to the next chapter or section, which would describe the methodology used in the research

e. Method Section – includes all the research design issues such as population and sample variables, and the measures used; data collection methods, and data analysis techniques to be used in the study

( Population and Sample

( population should be clearly specified

EXAMPLE:

The population studied was blue collar workers in the steel industry

( sampling design, the actual sample size used, and sample characteristics should be fully detailed so that replications of the study are possible

( demographic characteristics of the sample include age, educational levels, gender composition, tenure, job levels and other relevant information

( Variables and Measures Used

( variables and the measures in the study are detailed starting with the dependent variable, each variable is briefly defined

( a brief description of the validity and reliability of the measures claimed by the developer should be used

( validity of the measures should be established.  For class projects, at least the face validity and the factorial validity should be discussed

( the questionnaires should be placed in the appendix with a tabulation of the items in the questionnaire that measures each of the variables in the study

( Data Collection Methods

How was your data collected?



( questionnaires



( interviews, etc.

( Data Analysis Techniques

( class projects – all types of statistical analysis and tests proposed to be used in the study



( frequency distributions



( descriptive statistics – mean and standard deviation



(Pearson correlation analysis



( (2 Tests



( Anova procedures

f. Results Section

( addresses two main things:  the results of the analysis and their interpretation

( the analysis, giving a feel for the data(such as mean, standard deviation, etc.) are represented in tabular form and briefly discussed

( the hypothesis are stated one at a time, both in the null and in the alternative form.  The appropriateness of the test used is explained, and the results of the test are hen explained, and the results of the test are then presented, using tables where necessary

g. Discussion Section

( discusses the meaning of the interpretation of the results in the previous section

(the substantiation of the hypothesis means in terms of this research and why some of hypothesis(if any) may not be supported

( reasons for the non substantiation of the hypothesis might be addressed through intuitive but appropriate and logical speculations about inadequacies in the sampling design; the measures; the data collection methods; the control of critical variables; respondent bias; questionnaire design and so on.

( should put forth all the relevant arguments with respect to the findings, and draw conclusions and implications there from

( if basic research – discussions will end with implications of the findings and future directions of research in the area

( if applied research – discussion section is followed by a recommendation and implementation section

h. Recommendations and Implementation

( based on conclusions drawn in the discussion section, several alternatives for solving the problem, as a recommended solution will find a place in this section

( pros and cons of implementing the recommendations should also be discussed in sufficient detail, with cost and other implications highlighted whenever possible

( how recommendations should be implemented should be discussed

i. Summary Section

( highlights the research question and answers found by doing the study, and also briefly recounts the recommendations and implementations.  Less elaborate than synopsis

j. Acknowledgments

( an acknowledgment of help received from others is made in this section

k. References

( immediately after the acknowledgments starting on a fresh page, appears a list of the references cited in the literature review and other places in the report

l. Appendix

( comes last

( appropriate place for:  organizational charts, newspaper clippings, or other materials that substantiate what is said in the text of the report

( questionnaires

