usiness Consultancy module

  How To Write a   Management consultancy Report

Reports consist of the following elements:

Order of The Report   for 3000 words

|       1.   Title Page                     | ----------                   |This should outline essential details e.g. business consultancy     |
|                                           |                             |report for xx, author’s matriculation number, the planning period,   |
|                                           |                             |date of preparation, etc.                                           |
| Table   of Contents                       |-------------------           |A list of subjects covered in the report and associated section     |
|                                           |                             |numbers and page numbers.                                           |
| Executive Summary                         |   No word count             |An executive summary is a concise description of what the report     |
|                                           |                             |contains.   An Over view of the major Observation , Out come , and   |
|                                           |                             |recommendations within the report .                                 |
|Introduction                               | 300 words                   |This section should be an initial profile of the organisation,       |
|                                           |                             |ending in a   clear and precise statement concerning the current     |
|                                           |                             |challenges to the organisation that will be addressed within the     |
|                                           |                             |consultancy report                                                   |
|Situtional Anlysis                         |   1300 words                 |Evaluate the market context of their chosen organization.           |
|                                           |                             |                                                                     |
|                                           |                             |Highlight the strengths, weaknesses, opportunities and threats to   |
|                                           |                             |that current operation                                               |
|                                           |                             |                                                                     |
|                                           |

                            |Identifies the major competitors to the business.                   |
|                                           |                             |                                                                     |
|                                           |                             |Evaluates what those competitors offer and how their chosen         |
|                                           |                             |organization might develop a competitive edge.                       |
| Recommendations & Implementation plan     |Very important               |This section should make recommendations regarding the               |
|(Proposed changes )                       |1300 Words                   |implementation of the proposed changes. Write a project plan /       |
|                                           |                             |Business / to show the implementation proposed change .             |
|Conclusions                               |   300 words                   |This final section should summarise the findings of the report.     |
|Bibliography / sources / References       |At lest 10 reference list     |A full listing of all references cited within the marketing plan     |
|Listing                                   |                             |presented in Harvard format                                         |
|Appendices                                 |                             |Any supplementary pages relevant to the report.                     |

  1 Executive Summary

The executive summary should include a summary of all of the key points, the idea is that an executive can read the summary and if it appears logical and inline with expectations the recommendations can be followed without the need to read further. This is in fact the most important part of the report and should be written last. The executive summary should include a summary of all parts of the report including recommendations.

Writing Order: Written after the rest of the report (But before the contents page)

Email Tip: If you are sending the report via email, include the executive summary in the main part of your Email, so that a busy executive doesn’t have to read an attachment to read the main points.

  2 Contents

The Contents of the report should be consistently laid out throughout the report and you should include both page numbers and title numbers. In this example we look at the transport requirements for sales people:

  3 Introduction / Terms of Reference

The introduction should say why the report is being written. Reports are nearly always written to solve

a business problem. Reports maybe commissioned because there is a crisis or they maybe routine. Nearly all reports in some way answer the age-old business problem, how can we increase profits?

Writing Order: Often written first, but maybe refined at anytime. (In Business studies courses this could be done later, because the exact business problem may not be given by the lecturer.)

  4   Situtional Analysis / Findings / Main Body

Sometimes reports don’t say Findings, but it is normally assumed that the main part of your report will be the information you have found.

This information is not always read by executives, but that doesn’t mean it isn’t important, because without thorough research and analysis the author will not be able to come to effective conclusions and create recommendations. Also if anything in the executive summary surprises the executive, then they will turn directly to the relevant part of the recommendations.

Writing Order: This is normally written after the 1st draft of the introduction.

  5 Recommendations

All reports should include recommendations or at least suggestions. It is important to make sure that there is at least an indicator of what the Return on Investment would be. It is always best if this can be directly linked, but may not always be possible.

Make sure that your recommendations clearly follow what is said in the conclusions

Tip: if you don’t have any ideas suggest a brainstorming meeting and invite the relevant people.

  6 Conclusions

The conclusions should summarize the Findings section, do not include diagrams or graphs in this area. This area should be short, clearly follow the order of the findings and lead naturally   into the recommendations.

You should never include new information in the conclusions!

Part 2 will be a Personal Development Plan   which must include the following sections:

Order of The Report   ---- 1000 words Personal Development Plan

|Title page                                     |                                   |This should outline essential details e.g. Personal         |
|                                               |                                   |Development Plan for [author’s matriculation number],date of|
|                                               |                                   |preparation, etc.                                           |
|Table of Content                               |                                   |A list of subjects covered in the Personal Development Plan,|
|                                               |                                   |split into three sections: Skills

Knowledge and Behaviours. |
|Skills Analysis                                 |       250 words                   |Skills – including information gathering skills, technical   |
|                                               |                                   |expertise etc.                                               |
|who is the consultant                           |                                   |                                                             |
|                                               |250 words                         |Knowledge – including background knowledge, previous         |
|                                               |                                   |experience etc.                                             |
|                                               |                                   |                                                             |
|                                               |250 words                         |Behaviours – including a consideration of the organisation   |
|                                               |                                   |and the way in which it operates.                           |
|                                               |                                   |                                                             |
|                                               |                                   |In each section, students should identify the key skills     |
|                                               |                                   |required by management consultants, the level of skills they|
|                                               |                                   |currently possess and the manner in which these were         |
|                                               |                                   |developed during the assignment.                             |
|Why ME?                                         |                                   |In this final section, students should develop a 1 page     |
|                                               |250 words                         |pitch which matches their consultancy skills – and the       |
|                                               |                                   |manner in which they have developed those skills – to       |
|                                               |                                   |indicate why they are the Business Consultant of choice for |
|                                               |                                   |the project they have developed.                             |
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