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The Focus of 

Feedback  Reporting 
 
When preparing the feedback report, 
the following key questions to be 
addressed:  
What information should be included in the 

feedback report?  

 How will you show the differences by 

groups or raters?  

 Will you use graphics to show the main 

themes, differences?  

 How can you best prepare the client to 

receive the feedback?  

 What are the areas where you will 

require input to identify actions 

needed?  

 How will you address the needs of the 

audience?  

 What are their learning styles of the 

audience?  

 What will help them understand the 

feedback and observations? 

The feedback report 

guidelines 
The feedback report should include: 

 Name of Client Sponsor 

 Executive Summary - Purpose of 
the report 

 Context: Background about the 
Organization that is being 
researched - What questions will 
be answered by research? What 
initiative is it a part of? Where do 
the client and the report fit in?  

 Methodology – Types of 
data/information collected, What 
instruments were used? How data 
was analyzed? Limitations, 
Findings, Conclusions 

 Data -Graphs, Charts, 
Demographics, Mean Averages, 
Highest Rated and Lowest Rated, 
Priorities 

 Consultant’s observations and 
conclusions 

 Summary of the report and 
recommended next steps 

 

 

The Feedback Report 

provides:  
 
The feedback provides key information 
to stakeholders should focus on: 
 

 Report out on data findings 

 Recommended alternatives 

 An opportunity to co-participate 
 

The role of Feedback 
 
Provides data to help the client: 
 

 Provides the client with data to 
identify critical issues and needs 

 Helps the leadership team 
determine priorities 

 Identifies actions that need to be 
taken to customize solutions to 
meet their needs 

Next Steps 
Once the feedback report is prepared, create a plan to facilitate a meeting with stakeholders to review the data and get their feedback about 
the data. During this presentation, it helps if you prepare for questions that may not be included in the report and agree on a point of view 
regarding a recommended course of action. In Phase 5 you will develop an action plan and stakeholder buy-in is critical to moving forward. 

In Phase 4 of the Action 
Research Model, you create a 
feedback report for the client 
based on the data collected from 
past interviews, focus groups and 
surveys. Reporting data is a 
critical step in helping the client 
understand the needs and 
priorities and gain agreement to 
move forward to action planning 

 

Feedback Reporting in 

Action Research 


