
Tutorial 4
Report Writing

kiriana.welsh-phil l ips@vuw.ac.nz
marketingatvic.rocketspark.co.nz






Todays
Tutorial

Time, Date and Content
MID TERM TEST

Discuss the assignment and what's
expected

CONSUMER PROFILE OVERVIEW

How to write and structure your
assignment

BUSINESS REPORT WRITING

Will cover some of your mid term test topics, and some
of the business report writing topics

QUIZ (IF WE HAVE TIME)



Mid Term
Test

17th August 2pm - 3pm

Worth 15%
Online
Open-Book Test
Covers Week 1 - 5
Chapters 1, 3, 4, 5, 6, 7, 9, 10

Download the Textbook
from Friday



Mid Term
Test

17th August 2pm - 3pm

Buying, having, being
Perception
Learning and Memory
Personality
Motivation and Values
The Self: Mind, Gender and Body
Individual Decision-Making
Buying, using, disposing

Topics:



CONSUMER PROFILE
Worth 35%
3500 words STRICT
5% deduction for every 500 words
over the limit
10% deduction per day later

MONDAY 2ND OCTOBER, 11PM 

12pt Font Size 
Times New Roman
2.5cm margins all sides
Justified Margins
1.5 line spacing

REPORT FORMAT

DIAGRAMS, APPENDICES, IMAGES AND REFERENCES
Tables + Diagrams may be single spaced
10pt font
Headings and Subheadings may use
different fonts + font sizes
APA 7th edition



How should you view
this report

YOU ARE THE "MARKETING MANAGER" OF A NEW BRAND THAT'S ABOUT TO LAUNCH A  PRODUCT 

BASED ON WHAT YOU HAVE FOUND THROUGH
YOUR TUTORIAL EXERCISE SHEETS



Report
Structure



Report Format

TITLE PAGE (1 PAGE)

EXECUTIVE SUMMARY (1 PAGE)

TABLE OF CONTENTS (1 PAGE)

CONSUMER REPORT (11 PAGES 1.5 SPACING)

INTRODUCTION (0.5 PAGE)

RECOMMENDATIONS (2 PAGES)

CONSUMER PROFILE (8 PAGES)

REFERENCES (1 PAGE, 10 REFERENCES MINIMUM)

APPENDICES



Report Format

The consumer segment 
The consumer decision-making process
Perception and the Senses
Personality and self
Attitude formation
Social and cultural influences

CONSUMER PROFILE (EACH TUTORIAL SHEET)

(Marketing Mix) Product, Price, Place, Promotion 
RECOMMENDATIONS



Executive Summary clearly presented
Introduction clearly identified the subject matter, the
context, and the reports objectives
Appendices laid out clear and professionally and support
the analysis and recommendations

Overa l l  Im p r e s s i o n  ( 10  mar k s )

Consumer Profile Rubric

I f  i t ' s  i r r e l e v a n t  l e a v e  i t  o u t



Based on the Consumer Profile
Logical and Supported by findings
Reflects the Target Market (so something the target
market would use based on consumer behaviour)
Make appropriate recommendations that are justified.

R e c ommendat i o n s  (20 mar k s )

Consumer Profile Rubric

W r i t e  a f t e r  t h e  C o n s u m e r  P r o f i l e
B u t  i n  t h e  r e p o r t  i t  i s  b e f o r e  



Identifies Key Issues
Data is critically analysed
Use multiple Theories and Concepts
Demonstrate good interviewing and referencing

Con s umer  Pro f i l e  &  Ana l y s i s  
(60 mar k s ,  1 0  mar k s  p e r  t u t o r i a l  e x e r c i s e  s h e e t )

Consumer Profile Rubric

T r y  t o  u s e  a t  l e a s t  o n e  t h e o r y  o r
c o n c e p t  p e r  s e c t i o n  i f  y o u  c a n



Refer to Slide 5 and you will get 5/5 no problem

Re po r t  Pr e s e n ta t i o n  a nd  Re f e r e n c i n g
( 5  mar k s )

Consumer Profile Rubric



Easy to read, no grammatical errors.
No spelling mistakes, good structure and flow
Capital Letters at the start of each sentence
BRITISH ENGLISH preferred  

Grammar  and  S p e l l i n g
( 5  mar k s )

Consumer Profile Rubric

U s e  G r a m m a r l y  o r  e d i t o r  i n  w o r d  



Business
Report
Writing



Key points to remember when planning the
business report

Who are the readers of this report?

What is the purpose of this report?

What is the report's main messages?

How will the report be structured?



What's the difference between essays and a
business report?



What's the difference between essays and a
business report?

Tone, Style, Structure, Purpose,

Audience, Citations, Sources 



What's the difference between essays and a
business report?

Title Page
Introduction

Methods
Findings

Conclusion
Reference List

Appendices

Title Page
Executive Summary
Table of Contents
Short Introduction
Recommendations

Findings + Discussion and 
Implication

Reference List
Appendices



Why have an executive summary?



Why have an executive summary?
TL:DR (Too Long, Didn't Read)

When it comes to stakeholders, they may
have limited time, so it's important to
provide key recommendations and
conclusions in less than a page.

The Executive Summary should make
sense on its own






Executive Summary Structure
Purpose - State the purpose of the report,
briefly describe what was researched

Findings and Conclusions - Give conclusions
of report

Give Recommendations 



Executive Summary Structure



Why have a table of contents?



Why have a table of contents?

Just like the executive summary,
stakeholders may have limited time, so it

allows people to choose what to read

It also shows the scope of the entire
document






Introduction
There is an example in the Assignment
Brief. It is a guide only and will not give

you a good grade.



Introduce your new company + product.
Briefly discuss the consumer profile and

it's impact on the recommendations





Recommendations
Make specific and researched

suggestions for action



Present each suggestion separately and
beginning with a verb (Increase, develop,

add, enhance, etc.)



Number each recommendation





Recommendations
I'd recommend at least one

recommendation per P in the 4 P's



Consumer Profile

Use literature and secondary data to
support your findings



Clearly interpret your findings so your

reader can see the basis for your
recommendations






Consumer Profile
Clearly describe and present your

findings, help the reader visualise your
information correctly



Label tables/figures and DISCUSS THEM,

don't add if you aren't discussing them,
reference appendices.






Consumer Profile

Figure 1: Screenshot of Findings and Discussion





References
APA (7th ed. ) 



Provide in-text citation to support

discussion. 



Cite references from credible sources
e.g.: Journal articles, textbook, marketing

research reports.
 

NO BLOGS, WIKIPEDIA or similar
UNSUBSTANTIAL SOURCES. 








Appendices

What is expected, you can have more



Things to Remember

Formal and Professional Tone



"Comprehensive research has been
undertaken to analyse Consumer Behaviour."

instead of 
"I have researched Consumer Behaviour" 



USE A PSEUDONYM (Consumer X etc)








Things to Remember
Worth 35%
3500 words STRICT
5% deduction for every 500 words
over the limit
10% deduction per day later

MONDAY 2ND OCTOBER, 11PM 

12pt Font Size 
Times New Roman
2.5cm margins all sides
Justified Margins
1.5 line spacing

REPORT FORMAT

DIAGRAMS, APPENDICES, IMAGES AND REFERENCES
Tables + Diagrams may be single spaced
10pt font
Headings and Subheadings may use
different fonts + font sizes
APA 7th edition



Kahoot Quiz! 
If we have time

Duplicate this page as many times as needed
depending on the number of pages you need
for the whole game. Have fun!



No tutorial next week, you will have your test
instead!

Thank You
I hope you enjoy the mid trimester break and
get some down time, see you after the break!

kiriana.welsh-phil l ips@vuw.ac.nz
marketingatvic.rocketspark.co.nz


