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Executive  Summary

This should be a 1-2 page summary of all of the important points of the report, written in a jargon-free, easily digestible format.  It stands alone at the beginning of the report.  It should not be an introduction or and abstract, but rather a condensed version of the whole report, absent citations and quotes if possible.
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Background:  Nature of the Problem

In this section you should clearly but succinctly describe the problem that your solution/intervention will address.  Carefully and thoroughly define all technical and disciplinary terms.  Don’t assume specific academic knowledge on the part of the reader unless you are writing for a specific targeted audience.  Include only those historical details that will clarify the nature of the problem as it exists today.  Be sure to cite relevant social science literature for your definitions and analysis to give your report professional credibility by grounding it in the appropriate theoretical analysis and literature.  If you have data on the problem, summarize that data here, citing your sources.  Usually you will put the data itself into an appendix at the end of the report.

Proposed Approach to Solving the Problem

Describe any data or information that must be gathered prior to implementing the intervention.  Outline the purpose and the general nature of the intervention.  Once again, cite sources about other similar successful or failed interventions.  

Rationale

Describe the existing research on this subject, especially that which justifies your proposed intervention.  Note any conflicting research findings and sound appropriate notes of caution.  The goal is to demonstrate why this particular intervention should be implemented.  Why will it work?  Why is it better than other strategies?  Support your answers with theoretical explanations and, if possible, research citations.  If the research data must be presented in a detailed fashion, put the detailed tables and charts in an appendix and put research summaries only in this section.  Place an annotated bibliography of references in an appendix.  Annotate to tell a reader unfamiliar with the professional literature what type of data and information they will find in that particular source.
Implementation
Explain who will be involved in implementing each phase of your proposed intervention, and what specifically they will do.  Clearly describe who is responsible for what in each phase.

Resources
Describe what resources — material, human, financial — will be needed for the intervention and note costs, if relevant.

Timeline
Describe important milestones and link them to either specific dates or a certain amount of elapsed time from the beginning of the project.

Evaluation and Followup

Describe how the effectiveness of the intervention will be evaluated:  what data will be collected, who will collect it, and what will be done with it.  What followup activities are anticipated?  Again, cite research that indicates why you have chosen this plan and why it is likely to be effective.

Conclusion

Briefly summarize your strategy, highlighting the main points.

Appendixes

Research data, sample resources, and an annotated bibliography of sources go in separate appendixes.  When citing websites, give the name of the webpage, the complete url, and the date you accessed it.
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