Contents of the Recommendation Report 

In this report you should call to mind the scenario you drafted in the justification assignment. Make sure to take on the roles presented in this scenario and to persuade your constructed committee to adopt your repurposing project.

Your written report should contain the following sections (see Chapter 18 for details on writing recommendation reports)
· Letter of Transmittal (addressed and written for the Oversight Committee)
· A Title Page
· Table of Contents

· An Executive Summary—a one-paragraph summary of the recommendation report.

· The Body of the Report—each section in the report should have a heading (see an example of how you might order your sections with appropriate headings below):
Introduction—include the project overview and your goals in completing the project.

Audience Analysis—summarize important characteristics of your audience.
Research—include any research involved in this project.
Product Analysis—introduce problems with current products.
Research—detail all research methods involved in this project.
Design—showcase how you used your document design skills to create a new product.
Conclusion—wrap up the report and provide an overall persuasive appeal for your redesign. 

Figures—you should incorporate charts/graphs/images throughout your report to illustrate old/new menu and usability findings. Make sure to label figures and refer to them in your report.
Appendices—detailed results of usability testing; copy of the redesign; may include any other documentation you feel is pertinent.
