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Formal Analytical Report
Write a formal proposal seeking my approval for the project you
have selected for your Analytical Report. Along with your
proposal, you will include an annotated bibliography in APA
style with four or more sources. In your proposal you will
provide evidence that you have identified a central problem
within a business/organization and that you have the resources
and qualifications to analyze the situation and make a
recommendation. Your proposal will be unsolicited which
means that “your audience may not be aware of the problem o
opportunity you are addressing” so “you [will] first need to
convince your readers that a problem or an opportunity exists”
In your proposal you will use the indirect approach and
persuasive language
Proposal Format

Your proposal will incorporate secondary sources that provide
information about the problem you are addressing. Be sure to
use APA style in-text documentation when quoting or
paraphrasing secondary source material. Your proposal will be
in the form of a Memorandum (longer business memo) with
clear, concise and logical organizational formatting.

* Proposal Introduction: (avoid bullet form in introduction)

© Provide background information about the problem

you will be analyzing; identify whose problem it is;
and explain why this problem is significant. With
unsolicited proposals you will need to convince the
audience that there is a problem
Briefly describe the change you propose
Provide the scope or boundaries of the problem; what
you will and will not do
Provide information about how the remainder of the
proposal will be organized

o o

o

* Proposal Body: Use descriptive and informational subitles
where necessary to organize material and to break down




[image: image2.png]* Proposal Body: Use descriptive and informational subitles
where necessary to organize material and to break down
information into clear and concise sections.

© Proposed Solution: Describe in detail what you have
to offer: your concept, product, or service. Stress
benefits to your audience in a confident and

professional tone using persuasive language (pp. 295-

297).

Work Plan: Explain the steps you will take, and the

methods or resources you will use to complete your

analytical report. Develop a time-table for scheduling
any further research, primary or secondary, that

includes how work will be divided into stages and a

projected completion date.

Costs: Breakdown of the expenses of your

recommendations: labor, materials, training, travel,

ete.

o

o

* Proposal Close: Close should be bricf, confident and
optimistic.

© Summarize the key points of your proposal

© Summarize how your recommendation/solution will
help the business/organization
Summarize why your approach will be more effective
than other approaches
Briefly reemphasize why you are qualified to handle
the project
Provide a persuasive request for permission to proceed
with your project

o

o

o

Annotated Bibliography
An annotated bibliography includes APA documentation of a
secondary source and a summary of the main idea and support
points of that source. For this assignment you will provide four
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Write an Analytical report that defines a problem, analyzes
criteria for solving the problem, proposes one or more
alternative solutions to the problem, and argues for the solution
that best satisfies the criteria. Report should be written to a
primary reader, but may have secondary audiences as well. The
report will be based on an actual problem you have identified in
a business, institution, or organization.
Report Content, and Mechanics

All information contained in the report must be accurate,
complete, balanced, clear and logical, and documented
properly The body of your report should provide “only enough
detail . . . to support your conclusions and recommendations” (p.
371). Reports should

* be organized
have informative subtitles
be grammatically correct
use secondary sources (and primary sources if necessary)
have all pertinent illustrations, tables, charts and figures
numbered and titled
use APA in-text and works cited documentation (A-22-23)
be eight or more pages not including Roman numerated
pages or appendixes
include a running head on body pages
be double spaced and consistent in spacing

Report Organization

See report sample for form (pp. 414-427). Report should
include

* atitle page
a table of contents.
a list of illustrations
an executive summary
an introduction
a report body
a report close)
appendixes
references





