[bookmark: _GoBack]Report Planning Worksheet 

Fill in the following worksheet to help you build and research your report.  This is a guide only.  The lines and boxes are probably not long enough or big enough for all the information you need to include.  


Due Date:  	__________________________________


1. Topic:  What is the report about? Keeping this in mind will help you stay focused throughout.
 



2. Premise or Problem Statement:  What is the problem to be solved or what issue are you addressing? Be sure you are addressing the right question.
 





3. Background

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________


4. Key Issues

a. Issue 1

· ________________________________________________

· ________________________________________________

· ________________________________________________





b. Issue 2

· ________________________________________________

· ________________________________________________

· ________________________________________________


5. Key Messages

· ________________________________________________

· ________________________________________________

· ________________________________________________



6. Recommendation:  What do you think the person making the decision should do?  





	Rationale:  What points prove your answer?

· ________________________________________________

· ________________________________________________

· ________________________________________________
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