BUS 3130 – Business Communication
Report Guidelines

· Report format should follow sample paper shown in Chapter 10 of textbook (page 319)

· All sources must be documented (APA-hybrid style)
· Paper should be 5-7 pages in length (single spaced like sample paper). Count begins with Introduction and ends with Recommendations.

· 10-12 pitch font size

· Sources should be credible and current (no more than 5 years old). All sources should be originally written in English.
· Your paper must have a minimum of 10 sources which include:

· 3 peer reviewed sources 
· 3 sources from the Wall Street Journal
· 1 E-book/book

· 3 periodicals  
Do not use your BUS 313 textbook as a source.  Do not “Google” or use Wikipedia as sources. Do not use textbooks or encyclopedias.
· Standard margins as shown in sample paper

· Professional font type (Arial, Times New Roman, Verdanna, Calibri)
· Single-spaced

· Paper required to have at least one graphic

· Sections should be clearly identified by headings and subheadings that are unique to your paper as shown in the sample paper
· Report must include the following sections:

Title Page

Letter of Transmittal

Table of Contents

Executive Summary or Abstract

Introduction or Background

Discussion of Findings

Summary, Conclusions

Recommendations

Works Cited or References
