DESCRIPTION OF ASSIGNMENT: RECOMMENDATION REPORT
____________________________________________________________________________________ 

Content and Audience 

The recommendation report is written to assist an executive in making a decision or choosing the solution to a problem. As the writer, you might be an employee or a consultant. Identify an item that your company needs to purchase. My advice is to pick something simple; if you are detailed, that will be more than enough work (e.g., compare three keyboards or zip drives rather than comparing three computers). Select three models of the item you are comparing and develop the criteria you will use as the basis for your evaluations.
Your primary audience (the person who requested the report) is an executive who needs to make a decision. Your secondary audience (other employees/technical people) will not make the decision but will use the report. The report will have sections with headings so that all readers can find the information they need to do their jobs. 

____________________________________________________________________________________ 

Organization 

Your recommendation report should include the following elements in this order: 

1. Purpose statement: 

· Describe the problem or situation—the reason why a decision must be made. 

· State the purpose of the report (identifying this as a recommendation). 

2. Executive summary: 

· List the conclusions—the main reasons for the recommendation. 

· State the recommendation—the action that should be taken. 

3. Discussion (body/details): 

· Write separate sections with specific headings (like Cost, Features, etc.) showing the main points supporting your recommendation. 

· Main points, which were briefly presented in the Executive Summary, are discussed here in more detail. 

· Use illustrations (figures or tables) whenever they would help the reader understand the details. 

· OPTIONAL: Use attachments for backup details that are highly technical, that are bulky, or that only some readers would need. 

4. Conclusion

