Recommendation Reports
Context for Recommendation Reports
Recommendation reports are detailed documents written directly to clients and, as their name suggests, they make recommendations for taking action on some issue of importance. Recommendation reports are built on detailed research, which may include field observations, client interviews, document analysis, surveys, and any other means of gathering information that might prove useful. Recommendation reports are often written by a team of consultants who complete the research and write the report collaboratively.

Understanding the Parts of a Recommendation Report

· Title Page: Include the title of the report, the name of the client for whom the report has been written, the authors' names, and the date on which the report is submitted.

· Overview: A brief description of the report, including a general analysis of the client's needs and the consulting team's proposed responses to those needs.

· Background: Information about the research conducted and sources considered when formulating the recommendations. Naturally, clients like to know the foundations of the recommendations.

· Recommendations: Divide recommendations into explicit points that are highlighted (as major headings, for example) so that the client will not miss any.  Recommendations should be realistic, given the client’s resources, and achievable with a reasonable amount of work and time. Often each recommendation contains three components: (1) a description of the recommendation, including how it will help the client meet goals; (2) a rationale and explanation for the recommendation, including foreseeable benefits; and (3) an action plan describing exactly what steps the client needs to take to put the recommendations into play. 

· Cost Analyses: An analysis and estimate of the cost factors involved, should the client decide to implement the report's recommendations. Visual representation of these costs in a table or chart can help the client understand at a glance how much they should expect to spend if they follow your recommendations. (See 24b on integrating visual content into a text.) Be sure to break down costs for each recommendation and its components and, where possible, recommend vendors to your clients when it might otherwise be difficult for them to make that determination themselves. 

· List of Sources: Properly cite all the sources used in writing your report, and also provide your client with a list “for further reading.” Chances are that your client will want to verify and learn more about your recommendations. Giving them a head start will further demonstrate your commitment to them.

· Appendixes: Include further instructions, samples, glossaries, illustrations, and diagrams in one or more appendixes. Each type of supplemental information should have its own appendix. 

Reading Sample Recommendation Reports

To view sample recommendation reports, visit the following sites.

Student Recommendation Report

OpenOffice.org Target Market Research and Analysis Report

http://osddp.org/node/217

How-To Guide

A Model for Case Analysis and Problem Solving, by Edward G. Wertheim:

http://web.cba.neu.edu/~ewertheim/introd/cases.htm

