Template for Case Study Report

Full papers should be no longer than 20 double-spaced pages. This includes everything: from the title to the references. 

Even small or informally-conducted studies deserve keen attention to writing mechanics, grammar, voice, etc. A research report is the means by which your investigative effort is communicated to your client and the larger community. Following is one structure with which we want you to be familiar—one you’ll use for presenting the case study. 

Overview/Introduction
A research report necessarily begins with an overview of the question(s) or issues(s) that you studied/investigated. So, each student group is charged with writing a general description of the object of the case study. 

Close this section by briefly characterizing the process in which we’re engaged as a class, i.e., a concise, individually-conducted review of the literature followed by one or more distinct data collection strategies completed in small groups/teams.  

The Overview need not be lengthy, but it nonetheless “tells” the reader why the study is important from research perspective. 

Research Purpose
The report you’ll generate features a purpose statement that details the group’s specific charge. 

Be careful not to confuse the strategy you’ve employed (content analysis, survey, interview) with the investigative intent that the strategy enables or promotes. In other words, the narrative you develop in this section needs to seamlessly weave what you investigated with the technique you employed. You want the reader to see at first glance that the method was a good fit given the ideas you wanted to explore.

Impact of the Literature Review (less than 2 pages)
Your case study report features a section that briefly explains how the lit review you wrote influenced your data gathering effort—from issues to investigate to data interpretation. 

Contextual Factors
Note any contextual factors—generally constraints such as access to people or materials, time factors, or political issues—that influenced the design of your brief study, how your instrument was deployed/implemented/administered, or your analysis/interpretation of the results.
The driving question here is: What are limitations of the study of which the reader should be aware?

Methodology: participants, instruments, data collection and analysis
Here you'll describe your tool/protocol in some detail. Among the specifics to cover are its general format/organization, the structure of specific items or sections, how it was administered or used, and any pilot testing you conducted (to iron out the kinks).

Findings 
Even when the report is brief, skilled researchers and evaluators always outline/brainstorm this section before they begin to write. The idea is to present a coherent explanation of the data you’ve collected. There are many ways to organize or structure this section; for our purposes, thematic or topical may work best. 

Remember that a findings section details two distinct processes: analysis and interpretation. You must be able to articulate what you think the results mean. Don’t be disappointed if the data fail to suggest hard-and-fast conclusions. It’s just fine if they point to more issues to explore or specific issues where extended study is warranted (certainly the case with the content analysis) 

Conclusions and Discussions

Bring all together! Summarize the study and flesh out the major findings. Discuss the limitations of the study and also point to what can be further explored.

References

List all literature cited in this report, APA style. 

Appendices

Enclose instruments used and non-essential charts and graphs.

Hints: About Writing

 [Because this is not a technical writing course, you are expected to have the pre-requisite skills, do some self-study, and develop a writing style by reading quality literature.]

a)
Write in a straightforward style. Use simple sentence structure. Try to avoid long sentences and complex sentence structures. Use semicolons carefully.

b)
Use common and basic vocabulary (e.g., use the word “unusual” rather than the word “arcane”).

c)
Briefly define or explain all technical terms.

d)
Explain all acronyms the first time they are used in your text.

e)
Explain local references (e.g., not everyone knows all city names in a particular country).

f)
Explain “insider” comments. Ensure that your whole audience understands any reference whose meaning you do not describe (e.g., do not assume that everyone has used a Macintosh or a particular application).

g)
Explain colloquial language and puns. Understanding phrases like ”red herring” requires a cultural knowledge of English. Humor and irony are difficult to translate.

h)
Use unambiguous forms for culturally localized concepts, such as times, dates, currencies and numbers (e.g., “1-5-99” or “5/1/99” may mean January 5th or May 1st, and “seven o'clock” may mean 7:00 am or 19:00).

i)
Be careful with the use of gender-specific pronouns (he, she) and other gendered words (chairman, manpower, man-months). Use inclusive language (e.g., she or he, s/he, they, chair, staff, staff-hours, person-years) that is gender-neutral. If necessary, you may be able to use “he” and “she” in alternating sentences, so that the two genders occur equally often. See (Schwartz, et al., 1995) for further advice and examples regarding gender and other personal attributes.

Finally,

· Uses  professional non-colloquial writing style and tone 

· Cites references accurately (within the body of the paper; in the References); cite secondary-resources less

· Segues smoothly from one section to the next

· Use direct quotes and bulleted lists in moderation

