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000000 Sample 1 Proposed Incentive Scheme Mr. John
Smith, Office Manager, has asked me to write this report on a
proposed incentive scheme offering rewards, possibly financial, to
members of staff for money-saving ideas or ways to improve work
practices. A sample of workers was individually asked for their
opinions. The following is the findings: most thought the incentive
scheme was a good idea. most preferred financial rewards. some
suggested time off instead. a few thought this was a management area.
In general most workers were in favor of an incentive scheme
offering financial rewards. It is recommended that the scheme be
introduced. Richard Stewart March 18, 2007 Sample 2 Report on a
Proposed Incentive Scheme Terms of Reference: Mr. John Smith,



Office Manager, has asked me to write this report on a proposed
Incentive scheme offering rewards, possibly financial, to members of
staff for money-saving ideas or ways to improve work practices.
Proceedings:A sample of workers was individually asked for their
opinions. Findings: Most thought the incentive scheme was a good
idea. Most preferred financial rewards. Some suggested time off
instead. A few thought this was a management area. Conclusions: In
general most workers were in favor of an incentive scheme offering
financial rewards. Recommendations: It is recommended that the
scheme be introduced. Richard Stewart March 18, 2007 I U O U [J
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