Proposal

Report Types

Inaproposd, you make an offer and then try to persuade your reeders to accept it.

A.

B.

Introduction: tdlswhet the communication is aout; i.e, brief ly sate your proposa
Problem: Outlines why the proposed project is needed

Objectives. Destribes what festures a solution will need to havein order for it to be
uccessful.

Solution: Describeswhat the end-resuit of your work will look like

M ethod: Describes how you will go about deveoping the solution

Resour ces-. What fadlities or equipment you have that will hep you to complete the
deveopment

Qualifications What quditieswill make you a better choice to carry out this plan then
omeonedse

Management: Outline of how you plant to manage the deve opment of the solution

Cost: What it'sgoing to cost your reeders

Empirical Research Report
In empiricd research, invedtigators gather information through caref ully planned, systemtic
messurements or obsarvations The reuliting report will hep your readersto make practicd

decisons.

A.

B.

nmmgo

Introduction: Explainswhy the research isimportant to your reeders.
Objectives. Lig what you weretrying to find out

Method: Destribe how you went about finding your information
This section ds0 seeks to persuade reeders that your research methods were
sound.

Facts What resultsdid your research produce?

Discussion: How do you interpret these results?

Condudgion: What do the results mean to your audience?



G.

Recommendations What should your readers do with the informetion youve
presented them?

Feasibility Report
A feeshility report is an evduation of the practicdity and desrahility of pursuing some course of
action. Feedhility reports are written to help your reader choose between orne or more courses of

action.

A.

Introduction: States the problem and dterndtives, and answers the question-"Why isit
important for the reeder to congder these dterndives?”

Criteria: Standards you gpply to evauate the dterndtive course of actionyou are
conddering.

M ethod: How you intend to come up with the rdevant facts

Overview of alternatives. describe your dterndivesin detal

Evaluation: How do your dternaives sand up to your criteria?
Condusions: What overdl condusions do you draw from the dternatives?

Recommendations: What should your reeder do about your condusions?



