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Learning	Objectives	Create	a	schematic	report	used	in	business	communications	Make	a	business	case	to	have	investors	or	a	bank	provide	development	funds	for	your	iPhone	app	Integrate	deliverables	produced	earlier	in	the	course	to	help	make	the	business	case	A	schematic	report	minimally	contains	the	following	elements.	Title	page	with	author.
Executive	summary:	A	summary	analysis	of	the	report	with	the	key	facts,	issues,	and	conclusions.	An	executive	should	be	able	to	get	the	gist	of	your	entire	report	just	by	reading	the	executive	summary.	Table	of	contentswith	page	numbers	identifying	section	and	second	level	headings	only.	Introduction.	Body:	that	includes	the	analysis	and
recommendations	(most	of	your	report).	To	provide	continuity	the	evidence	should	point	back	to	the	main	argument.	Conclusion.	The	report	may	also	include	a	letter	of	transmittal,	references,	and	appendices.	If	a	schematic	report	contains	too	much	detail	to	be	projected,	what	can	you	use	for	your	presentation?	The	solution	is	to	create	two	decksa
schematic	report	intended	to	be	read	and	an	accompanying	presentation	intended	to	be	projected.	The	task	is	not	as	hard	as	it	might	seem.	Schematic	reports	tend	to	be	heavy	on	graphics.	All	of	those	graphics	can	be	copied	from	the	schematic	report	to	the	presentation	report.	Within	the	presentation,	those	graphics	should	be	enlarged,	perhaps	to
fill	the	entire	screen.	Key	summary	points	can	similarly	be	lifted	from	the	schematic	report	while	leaving	the	bulk	of	the	text	behind.	The	speaker	will	provide	the	gist	of	the	text	during	the	presentation.	The	two	decks	can	even	run	in	the	same	order	so	that	the	audience	can	follow	along	in	the	written	report.	Hopefully,	Microsoft	will	one	day	modify
PowerPoint	so	that	it	produces	the	presentation	automatically	from	the	schematic.	Here	is	how	it	might	work.	The	writer	tags	text	and	graphics	from	the	schematic	report	that	are	intended	for	the	presentation.	PowerPoint	automatically	enlarges	the	tagged	graphics	to	fill	the	screen.	The	tagged	text	is	similarly	enlarged	to	at	least	24	point,	then
placed	in	a	text	box	overlaying	the	illustrationlike	subtitles	in	a	foreign	movie.	When	the	slide	loads	it	could	even	begin	with	the	slide	from	the	schematic,	which	then	morphs	to	become	the	presentation	slide.	Until	Microsoft	provides	the	transformation	utility,	we	will	have	to	create	the	presentation	from	the	schematic	ourselves.	The	easiest	way	to	do
this	is	by	beginning	with	the	schematic	and	then	stripping	it	down	to	the	graphics	and	key	text,	then	enlarging	those	and	arranging	them	on	the	screen.	Page	from	schematic	report	(above),	which	matches	the	presentation	slide	(below).	The	key	sentence	from	the	schematic	slide	becomes	the	title	of	the	presentation	slide.	The	artwork	is	enlarged.
Note	that	even	the	text	in	the	artwork	has	been	enlarged.	Every	schematic	report	leads	off	with	an	executive	summary.	An	executive	summary	usually	occupies	one	page	and	summarizes	the	key	facts,	issues,	and	conclusions	of	the	report.	A	manager	should	be	able	to	garner	enough	information	from	the	executive	summaryThere	are	many	definitions
of	an	executive	summarysome	are	highly	specific.	We	have	chosen	to	go	with	one	of	the	more	general	definitions	modified	from:	smallbusinessdictionary.com	to	make	a	decision.	The	rest	of	the	report	is	effectively	backup	if	there	are	questions	that	arise	from	the	executive	summary.	Many	times	a	senior	level	manager	will	not	even	read	past	the
executive	summary.	Rather	they	will	assign	one	or	more	junior	level	managers	to	follow	up	on	a	subsection	of	the	report.	Looked	at	this	way,	the	executive	summary	is	obviously	something	that	you	want	to	spend	a	lot	of	time	craftingnot	a	reluctant	chore	at	the	end	of	the	process.	The	key	to	writing	an	executive	summary	is	to	get	quickly	to	the	point.
We	can	actually	tie	the	parts	of	the	executive	summary	back	to	terms	with	which	we	are	already	familiar:	Key	factswhat	is	the	current	state?	What	are	enablers	that	will	help	with	the	proposed	solution?	Issueswhat	are	the	barriers	that	would	impede	the	proposed	solution?	Conclusionswhat	is	the	report	specifically	recommending?	What	course	of
action	should	the	reader	take?	One	of	the	most	common	mistakes	is	to	treat	the	executive	summary	as	an	introduction	to	the	report.	You	will	have	an	opportunity	later	to	write	a	gentle	introduction	to	the	report,	but	not	in	the	executive	summary.	Because	our	reports	are	relatively	short,	you	probably	will	reference	most	sections	in	the	executive
summary.	However,	in	a	larger	report,	there	may	be	entire	foundation	or	due	diligence	sections	not	covered	in	the	executive	summary.	Thats	OK.	You	still	need	to	do	the	due	diligence	to	make	your	case.	When	deciding	what	to	include	simply	ask	yourself,	would	a	manager	need	to	know	this	to	make	a	decision?	An	executive	summary	should	highlight
the	key	facts,	issues,	and	conclusions	of	the	report.	The	example	above	is	pretty	good,	but	it	is	missing	the	issueswhat	barriers	are	present	that	would	prevent	the	proposed	solution?	Key	Takeaways	You	should	prepare	both	a	written	report	and	a	PowerPoint	presentation	rather	than	projecting	the	written	report.	The	most	important	part	of	your	report
may	be	the	executive	summary	as	that	may	be	the	only	page	a	busy	manager	will	read.Questions	and	Exercises	Write	an	executive	summary	of	your	decision	process	in	choosing	your	university.	0	ratings0%	found	this	document	useful	(0	votes)325	views27	pagesThe	document	discusses	the	schematic	report	style,	which	presents	information	in	a	visual
and	creative	way	using	pictures,	tables,	charts,	and	images	rather	than	relying	solely	on	narrative	AI-enhanced	title	and	descriptionSaveSave	Preparing	a	professional	report	-Schematic	Report	For	Later0%0%	found	this	document	useful,	undefined0	ratings0%	found	this	document	useful	(0	votes)325	views27	pagesThe	document	discusses	the
schematic	report	style,	which	presents	information	in	a	visual	and	creative	way	using	pictures,	tables,	charts,	and	images	rather	than	relying	solely	on	narrative	text.	This	style	emphasizes	graphical	elements	over	text	and	allows	for	more	concise	communication	and	faster	production	compared	to	traditional	narrative	reports.	The	main	structural
elements	of	a	schematic	report	include	a	title	page,	table	of	contents,	executive	summary,	introduction,	body,	and	conclusion	in	the	front	matter	and	references	and	appendices	in	the	back	matter.0	ratings0%	found	this	document	useful	(0	votes)325	views27	pagesThe	document	discusses	the	schematic	report	style,	which	presents	information	in	a
visual	and	creative	way	using	pictures,	tables,	charts,	and	images	rather	than	relying	solely	on	narrative	AI-enhanced	title	and	description100%(8)100%	found	this	document	useful	(8	votes)7K	views2	pagesThis	report	was	requested	by	H.L.	Bhindi	on	September	27,	2005	to	investigate	overcrowding	on	the	main	campus	and	provide	recommendations
for	improvements.	The	author	gathered	information	thAI-enhanced	title	and	descriptionSaveSave	Schematic	report	sample	For	Later100%100%	found	this	document	useful,	undefined100%(8)100%	found	this	document	useful	(8	votes)7K	views2	pagesThis	report	was	requested	by	H.L.	Bhindi	on	September	27,	2005	to	investigate	overcrowding	on	the
main	campus	and	provide	recommendations	for	improvements.	The	author	gathered	information	through	interviews,	personal	observation,	research	including	questionnaires.	The	findings	revealed	facts	about	overcrowding	observed	and	learned	from	interviews.	Conclusions	interpreted	the	findings,	providing	logical	assessments.	Recommendations
suggested	specific	actions	to	correct	the	overcrowding	problem,	prefaced	with	"It	is	recommended	that..."	and	numbered.100%(8)100%	found	this	document	useful	(8	votes)7K	views2	pagesThis	report	was	requested	by	H.L.	Bhindi	on	September	27,	2005	to	investigate	overcrowding	on	the	main	campus	and	provide	recommendations	for
improvements.	The	author	gathered	information	thAI-enhanced	title	and	description
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