
WORK TERM REPORT REQUIREMENTS 

Purpose of the Work Term Report 

The Kenneth Levene Graduate School of Business GBUS 801,802, and 803 work term report is an account of what 

the student observed, did, and learned during the work term and a discussion of how the work term experience 
relates to the student's academic exposure to date in terms of either reinforcing or contradicting the academic 

exposure. 

Work Term Report Length and Format 

The work term report will be typewritten and double-spaced. The work term report will contain the following 
components: 

(1) Title page (one page) indicating the title of the report, the author's name and student number, the author's work term
number (I, 2, 3, or 4), and the date.

(2) Letter of transmittal (one page), directed to the Dean of Business Administration and the Kenneth Levene Graduate
School of Business, certifying that the report was prepared exclusively as a work term report and has not previously been
considered for academic credit. A sample is attached to the back of this document.

(3) Table of contents (one page).

(4) An executive summary (maximum one page) of the report, summarizing the major points in the report and the major
conclusions. Note that the executive summary should include the major topics of the report - the idea is that if an
individual has time to read only this page, they would have a good general understanding of the ideas and conclusions
presented in the report.

a) Paragraph # I - name of the company, position and duration of the WT

b) Paragraph #2 - a very short description of the company

e) Paragraph #3 - a short description of your duties during the WT

d) Paragraph #4 - a summary if the WT was beneficial, you were prepared for it, etc.

(5) The analysis and discussion section of the report, which will not exceed five (5) 12 point font, typewritten,
double-spaced pages with one inch margins all around. The analysis and discussion section will contain the following
subsections:
(a) Identification of the organization, its size, and the duties of the author during the work term.
(b) A description of the work experience focusing on the knowledge (tools), classes that helped with the workterm,
perspectives and the skills required for the job. This section should also contain a brief description of what the author
learned during the work term.
(c) A discussion of how the work term experience reinforced or contradicted what the author had been led to expect from
the university experience. These differences can include: tools actually used, perspectives and attitudes. Please make

specific reference to courses studied in the previous term(s). This is the most important part of the report.

The student should include a commentary about how the university preparation was related to the work term experience. 
The author may comment on interesting ideas discussed in the university setting that were, in the author's experience, 
similar or dissimilar to those found in practice. The author may also comment on aspects of the work term experience that 





Confidentiality 

If you are concerned that your report may contain confidential information, please ask your work supervisor to 

review the report prior to submission. If your work supervisor or employer is concerned after their review, please 

have them contact the Academic Coordinator to discuss further. 

 

 
 

Sample Letter of Transmittal 
 
 

September 14, 2018 

 

Dr. Jim Mason 

Paul J. Hill School of Business 

Faculty of Business Administration 

University of Regina 

S4S 0A2 

 

Dear Dr. Mason, 

 

This  report, entitled "  ," was prepared as my work term report for my work experience at 

X,Y,Z & Co., Regina, Sk. This is my third work term report. 

 

X,Y,Z & Co. provide auditing, accounting and tax services to small to medium sized clients in the Regina region. 

My supervisor was R.A. Nelson. 

This report has been prepared and written by me and has not received any previous academic credit at this or any 

other institution. 

 

Sincerely 

(signature) 

Gerry Dow 

Student # 200 
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