BUSINESS RESEARCH FINAL REPORT
Marketing Research

Prof. Jim Cox 

Guidelines:    The written report should include the following. (Use the headings and sequence listed.)

Title Page 

Should indicate the subject; date the report is prepared, for whom prepared, and by whom prepared. 

Table of Contents 

A listing of contents of the report and page numbers. 

I. Executive Summary 

Briefly summarize the major points of your study (four pages maximum). 

This is not an abstract of the whole report in which everything is restated in condensed form, neither is it a simple restatement of the subject, nor a brief statement of the significant results and conclusions. An executive summary gives the high points of the entire "body of the report. A good summary contains the necessary background information, as well as the important results and conclusions. A properly written summary saves the time of busy executives without their having to sacrifice understanding. A good test of a summary is self-sufficiency. Can it stand on its own or does it collapse without the full report? This section should be written last. 

II. Introduction 

The introduction provides background information the reader needs to appreciate the discussion in the body of the report. Mention should be made of your sponsor and the management problem that they are confronted with. It should give the background of the problem (for example, how and when it came into existence), the importance of the problem, the various dimensions of the problem, and whether any previous research was done which is pertinent to the specific project being reported. Unfamiliar terms or terms that are used in a specific way in the report should be defined here. Any history that would be pertinent to the problem should be mentioned (for example, history of business, industry, etc.). This section is the revised “Problem Definition” section of the Research Proposal.
III. Statement of Research Objectives 

Begin the research report with a statement of your objectives and/or research hypotheses. These should be stated as clearly as possible. If possible list them one-by-one. Indicate which are primary objectives and which are secondary. 

IV. Research Methodology 

Discuss your sampling and field procedures and any other pertinent methodological information. Include discussion of your secondary data search here. Remember to define terms that may be unfamiliar to the reader. Following are some of the questions, which should be answered here: 

(1) What type(s) of research design was used? 

      Why was this type of design used? 

(2) What data collection methods were used? (Primary, secondary; survey, observation) Why were these methods appropriate for this project? 

(3) What data collection devices were used?  (Telephone, mail, personal interviewing) Why were these devises appropriate for this project? 

(4) How was the population defined? What were the geographical, age, sex, or other bounds? 

(5) What sampling units were employed? Were they business organizations or business executives?  Were they dwelling units, households, or individuals within a household? Were they students or non-students? 

   
(6) Was a probability or non probability-sampling plan employed? Why? 

         How was the sample actually selected? How large a sample was selected? 

          Why was this size sample chosen? 

   

(7) How was a list of sampling units generated? Why was this method used? 

(8) Were any difficulties experienced in contacting designated sample elements? How were these difficulties overcome and was bias introduced in the process? How was the fieldwork done? 

   

(9) Was any pre-testing of the questionnaire done? 

V.    Research Finding 

Give a demographic description of your sample and if possible, compare with the population. Introduce and report the results of your analysis of the data (including findings from secondary data sources). Categorize your findings under the subheadings of your research objectives and/or hypotheses. Provide an interpretation for the results of whatever analysis you do. Omit any information that is interesting but irrelevant in terms of the specific research objectives and/or hypotheses. Tables and graphs should be used liberally when presenting the results. While the tables in the appendix are complex, detailed, and apply to a number of problems, the tables in this section should be simple summaries of this information, directed to the specific research objective and/or hypotheses being discussed. 

VI. Summary and Conclusions 

Make some final conclusions about the results of your analysis. Relate your conclusions/findings to the objectives/research questions you listed at the beginning of the report. A step-by-step development of the conclusions should be given. There should be a conclusion for each study objective or problem. The conclusion should be stated in greater detail than in the executive summary. As part of this, you should indicate whether your hypotheses were accurate (or not). Readers should be able to read the objective, turn to the conclusion section, and find specific conclusions relative to each objective. If the study does not provide evidence sufficient to draw a conclusion about a problem, this should be explicitly stated. 

Note: Marketing recommendations are not included in this section. This is only a summary of the analyses of your major research questions.

VII. Marketing Recommendations 

This section is included in this report. It includes recommendations as to what action, if any, the firm should take. It can also be used to suggest future areas of research. It should be clearly demonstrated how each recommendation follows from the information presented earlier in the report. (Recommendations are normally not included unless requested by the client.  The main purpose of a research report is to provide the manager with needed information in a usable form not to make recommendations as to what actions should be taken based on that information.). Recommendation should be given for each objective (and hypothesis).
VIII. Methodological Limitations 

Discuss the limitations of the data in terms of your objectives (for example, indicate any crucial variables you found were missing from the data). Also, possibly suggest some modifications for the study and questionnaire, which you would recommend for a future study. Sources of non-sampling error and the suspected direction of their biases might be discussed. Readers should also be informed specifically as to how far the results can be generalized. Research design limitations could be discussed. For example, if the study is an exploratory one designed to find new hypotheses, readers should be warned not to conclude that the results are an accurate measure of the phenomenon studied. If particular questions in a survey seem to have confused respondents, the readers should be warned to use particular care in interpreting the results of these questions. If many not-at-homes or refusals were encountered in the fieldwork and substitutions were made, readers should be cautioned as to the effect this could have on the results. In general, include anything, which might qualify your findings, conclusions, and/or recommendations. In describing any limitations of the study, how much the limitations might affect the results and in what direction should also be indicated. 

IX. Appendix 

The purpose of the appendix is to provide a place for those report items which do not fit in the research report proper because they are either too detailed or are too specialized. For example, the appendix may contain a detailed statement of the sample design, the formulas used to determine the sampling error, detailed statistical tables, and the various research forms used, such as the questionnaire. Nothing should be relegated to the appendix if its absence from the report proper will make it difficult for the readers to understand the results. If certain data are discussed in any detail, the tables containing such data should be included in the re- port at that point. In many cases the main ideas can be presented graphically in the findings section. In this case the tables on which the char are based should be included in the appendix. Following is a further list of things, which can be included in the appendix (although it is not limited to these):  

(1) Include frequencies and cross tabs. Cross tabs should include cases per cell, percentages of interest to you, the row and/or column totals, the Chi- square value and its associated level of significance, and any appropriate association measures (for example, Lambda, Cramer's V). 

(2) Include general information from secondary information: tables, references or annotated bibliography, advertisements, etc. 

(3) Maps used to draw the sample as well as a detailed explanation of the sample design used. Sample size determination. 

(4) Detailed calculations of hypothesis testing or confidence level determinations. 

(5) Coding sheet used in coding the data. 

(6) Summary of all results on a blank questionnaire. 

(7) Blank questionnaire used in the study. 

General Suggestions: 

(1) Use subheadings and headings where appropriate to improve the communication of your findings. Underline to emphasize. 

(2) Communication is very important in research. Accordingly, the evaluation of your report will be based, in part, on the accuracy and clarity with which your findings are presented. Remember who your audience is. Make the main body of the report understandable to a business person (the appendix should include the more technical details). Remember to define research terms.
(3) Use tables, graphs, and charts if they will summarize and clarify results. Present some graphs in your findings to demonstrate your skill and understanding with this form of communication.
(4) Do not show complete cross tabs in main body of report (these go in the appendix).  

      Instead report the main percentages of interest. 

(5) Do not include all secondary information in main body of report but reference the material located in the appendix if necessary. 

(6) Labelling the appendix for each type of information makes it easier to reference (for example, Appendix A - articles, Appendix B - map, Appendix H – cross-tabs) 

(7) Make the report look professional: use only one type of paper; use only one printer, use good binder, and be neat. 
(8) Correct all typographical errors. Use correct grammar.  Sometimes a good report is discredited because of these errors even though the report is methodologically sound. 

(9) Refer to appendix when necessary giving page number. 
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