Contents of the Written Report—Repurposing Project

(Reports due the day your give oral presentation)

Your written report will provide an overview of the Repurposing Project.  It is informational in nature and should cover the steps you took in completing the Project.  

Your written report MUST contain the following sections (see CG p. 267-282 for details on Long Reports)

· A Title Page

· Letter of Transmittal (addressed and written for Dr. Ericsson as director of this project)

· Table of Contents (TOC requires that all pages of the report are sequentially numbered)

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

· The Body of the Report including the following (each body section should have a heading):

Introduction—the project overview and your goals in completing the project

Methodology—your approach to the project including any audience analysis, design concerns, use of class resources (any and all things read or discuss in class), and the process your team followed to complete the project
Findings—introduction of the final repurposed product, overview of its usefulness for the intended audience, and other pertinent information

Conclusion—reviews the contents and provides an overall review of the Repurposing Project. 

Appendices—any pertinent details; all appendices must be clearly labeled and referred to in the text of the report. 

