MBA615 Business Communications
JSWilliams

AUDIENCE
The organizational management at TopSeller Corporation.
PROBLEM STATEMENT
 Communication within the company has not been effective. This has affected the coordination of operations between the employees and different departments within the organization. There is a need to implement various strategies which promote better communication within the organization and prevent any possible cases of communication breakdown. 
PURPOSE STATEMENT
The purpose of this report is to provide various recommendations to the organizational leadership include company name on ways of alleviating the communication problem within the organization. The report offers recommendations on various strategies which the organization can implement to train the employees on how to communicate better. It also offers recommendations on ways different departments can improve communication with each other.  Right idea…read aloud to hear redundant wording—revise to make more concise.
	II. WHAT--this will be your “umbrella” recommendation(s)  needs this “umbrella” heading….
A. There is a need to implement a training program which helps the employees to improve their skills in oral communication required in phone calls or communicating face to face.   Headings need to be concise and precise.  Look at the Table of Contents of the sample report….the ToC (without page numbers, of course) was the beginning outline
II.  IMPLEMENT A TRAINING PROGRAM
A. Improve Oral Communication Skills
1. Increase Phone Call Impact
2. Develop more Face-to-face Control
B. Hone Written Communication Skills
1. Learn when to use formal and informal approach
2. Improve writing structure
3. Become aware of direct/indirect strategies
THE ABOVE IS THE START OF AN EXAMPLE OF A POSSIBLE “WHAT” SECTION..
		B. The organization can provide various classes to elevate writing skills. 
			1. There is a need to teach formal writing used in business. 
	2. Employees need to be taught writing formations and sentence structures. 
		C. Communication skills to promote better communication between different departments need to be elevated while various communication channels are enacted to ensure all departments communicate efficiently during organizational projects. 
	III.  WHY  again, needs heading for main section—review sample report
A. Proper communication is important in improving management. 
1. Efficient communication in the organization promotes proper communication of duties and roles to all subordinates ensuring all the tasks carried align with organizational goals. 
2. Effective communication helps leaders to easily find solutions in cases of organizational conflicts. 
3. Effective leadership with better communication channels ensures that the employees understand the leader’s stand and personal values, which help in building respect. 
B. Proper communication is essential for team building within the organization.
1. Better communication will help in building various relationships between the employees or organizational management, which promotes better performance. 
2. Efficient communication channels in the organization can help improve communication between the different departments to ensure they are all on the same page during organizational projects. 
C. Teaching communication skills helps in giving a voice to all employees. 
1. Employees can easily communicate their issues and challenges to the management with the proper communication channels, which improves their satisfaction. 
2. Improving communication among the employees can help improve problem-solving skills among employees, which is essential in avoiding conflicts. 
3. Communication efficiency within the organization allows sharing ideas and opinions easily among the employees or departments, coming up with better and alternative solutions to different issues when they emerge. 
The WHY section content looks strong….as long as you have both primary and secondary research to support each statement.  Will need to condense each heading to 5-6 words….again, review the sample report Table of Contents which contains the same headings as are in the report.
	IV.  HOW  heading?
1. Communication training can be provided through a course which offers the lessons to the employees during their free time. 
2. The organization can provide employees with various programs which help in elevating individual deficiencies in communication such as oral communication, writing, or formality in business communication. 
3. The business will need to provide proper communication channels in all departments, which allow the leaders to easily reach the employees and vice versa. These include channels such as phone calls or emails which every individual can easily access and rely on in case of a challenge. 
Also were instructed to specifically include time line, risks/mitigation, costs/benefit analysis…..anticipate and answer every possible reader question.  For example, “provide communication training through a course”—what course?  Link to the course?  Qualifications of instructors?  Costs?  When would it be offered?  Follow up to define success…..just one example…keep thinking
