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Background

Is there a clear theme for the report that reflects the contents?
Is the topic relevant to the organization’s objectives?
Is there any other reason for working on this topic (learning purposes)?

Current condition

What information does the audience need to find my proposal compelling?
Is the current condition clear and logically depicted in a visual manner?
How could the current condition be made clearer for the audience?

Does the current condition frame the problem or situation clearly,
accurately, and objectively?

Is the problem guantified in some manner or is it too qualitative?

“Analysis and proposal

Is there a clear goal or target?

What specifically is to be accomplished?

How will this goal be measured or evaluated?
What will improve by how much and when?

Is the analysis detailed enough and did it probe deeply enough on the
right issues?

Has cause and effect been demonstrated or linked in some manner?

Unresolved issues (optional)

What problems or constraints might exist?
What needs to be considered but cannot be resolved for the moment?
What remains to be discussed about this topic?

Implementation schedule

Are any key activities or steps missing?
Is the implementation schedule clear and reasonable?
How will the effects of implementation be verified?
How will a reflection meeting be held and when?
What budget or timing constraints exist?
Overall

Who is the audience? Does this report give them all the information
necessary to make a good decision?

What personnel are affected by this proposal? Have they all been
consulted?

Is the report clean, neat, and organized with good flow?

Is it readable and aesthetically pleasing?

Would I approve this proposal based only on the information contained in
it?
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BACKGROUND/ CURRENT CONDITIONS


Make the overall context of the situation as clear as possible. Clearly depict an overview of the current condition in a visual manner (diagram/map/ flow chart).


Identify the target audience, names of people involved. State the main issues in the current state for the reader.


Explain how this topic aligns with University/Division/Department goals.


Use measures to depict the status of the current state.














ANALYSIS  (Current State and Root Cause)


Be sure to show the main cause of the problem(s) in the current state.


Separate symptoms and opinions from cause and effect determination.


Highlight what is wrong or what needs to be changed.


Show “why” the current process or situation can be improved – root of the problem.


Build a logical case for change in order to move the proposal forward.





IMPLEMENTATION PLAN


What exactly needs to be done? By Whom? And When?


How will this be attempted at first?


Where will it be attempted?


What preparations must be made?


How will progress be evaluated?


When will the reviews for follow-up be held? 








PROPOSAL/PLAN DETAILS


This section commonly incorporates the feedback from multiple parties – ideally from all those affected by the proposed changed.


Clearly state the proposal that you are making for the audience. List the main alternatives that are up for consideration.


Evaluate the alternatives in some fashion, ideally quantitatively.


Identify the most suitable path for moving forward.


Give a clear reason why this option is the best.


Predict /describe expected improvement or outcome – with proposed measurements.





UNRESOLVED ISSUES (Optional)


Look for roadblocks or areas of concern.


Consider whether any stakeholders who are affected in some manner have concerns that will need to be addressed.


Consider unresolved issues relating to budget, training, and shifts in responsibility.








