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I. About the Organization

The executive summary is the absolute bare essentials, the elevator speech of your entire semester. Formatting standards are similar to the final report, the most notable exclusion being subheadings. Do not include level two headings in the Executive Summary.  The executive summary must not exceed two pages.

This section is a condensed version of the About the Organization. It is still important to include (at least part of) the organization's mission statement. In the words of the author,

The mission of this template is to serve the students of Technology Consulting in the Community with an outline for their final consulting reports.

II. Title of Task 1 stated as solving a Problem or Opportunity 

This section will contain a short description and justification for the first task. 

III. Outcomes

For each task in section II, include a brief analysis of the results and major risks to the sustainability of the task. Bullet points may prove particularly effective in this section.
IV. Recommendations

Include the vision statement and an outline of your major recommendation goals. 

Community Partner

Bob C. Partner

bpartner@triplef.org

Formatting Freedom Foundation

44 Fording Way 

http://www.triplef.org


About the Consultant

Alice Student 

astudent@andrew.cmu.edu

Alice is a senior in Information Systems.

She will begin working as a software

engineer for Google next fall. 

Formatting Freedom Foundation
Final Consulting Report

Student Consultant, Alice Student

Community Partner, Bob C. Partner

I. About the Organization
Organization
The report title be in Arial Black typeface, size 16 (style “Title”), level one headings in Arial Black size 14 (style “Heading 1).  As demonstrated in this document, each level 2 subsection (style “Heading 2”) should in Arial Black size 12. No section or subsection heading should be “orphaned”, that is, fall at the end of a page without body text below it.

The main body of the report will be in the Times New Roman typeface size 12 (style “Body Text”). It should remain single spaced and left justified with a new line without indentation indicating each new paragraph.

The mission statement of the organization should be in italics (style “Block Text”). In the words of the author,

The mission of this template is to serve the students of Technology Consulting in the Community with an outline for their final consulting reports.

If the organization has an official logo or word mark, its use is encouraged in place of the 16pt Arial Black title shown above. The graphic should be located ½” below the top paper edge and not exceed 2 ½” in width or length.

Facilities

A brief description of the facilities of the organization.

Programs

Brief descriptions of the programs run by the organization.

Staff

A brief description of the staff working at the organization.

Technology Infrastructure

A brief description of the technology infrastructure at the organization.

Technology Management

A brief description of the way technology is managed at the organization. 

Technology Planning

A brief description of the planning for technology done at the organization.

Communication

A brief description of the way internal and external communication is handled at the organization.
Information Management

A brief description of the way important information is managed at the organization.

Business Systems

If your scope of work or recommendations deal with business systems, then include a brief description of relevant information.
II. Title of Task 1

Motivation

Borrowing from your scope of work document, describe the problem or opportunity that was addressed. Describe how this problem or opportunity impacts the mission of the organization.  

Outcomes

Describe the outcomes, borrowing from your Analysis of Outcomes and Recommendations report.

III. Title of Task 2

Repeat for each task

IV. Recommendations

Vision, Goals, and Strategies as outlined in the recommendations section of the Analysis of Outcomes and Recommendations report:

http://www.cmu.edu/tcinc/students/course_documents/19/95822OutRec-Criteria.docx

About the Consultant

Alice Student is a senior in Information Systems with a minor in Human Computer Interaction at Carnegie Mellon University. She will be taking part in the Technology Consulting in the Global Community internship over the summer and return in the fall to start a promising career at Google.

Appendix A.

All appendices should be relevant and include a description. Letters in alphabetical order index the appendices, and each appendix should begin a new page. Graphic images should be accompanied by a 1pt “Shadow” border, which can be found in Microsoft Word by right clicking on the image and selecting “Borders and Shading…”
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