MBA615 Business Communications
JSWilliams

After you listen to the recorded Zoom session, complete the following planning information and submit it by 11:59 p.m. of the first week of Period 3.  Send it to me as an email attachment.  Change the file name to follow the required format/content.

AUDIENCE:

PROBLEM STATEMENT:

PURPOSE STATEMENT:

TENTATIVE OUTLINE for the BODY of the report FOLLOWING MINTO’S PYRAMID —do not include the intro or ending at this time.  Look carefully at the sample report before completing this outline

	WHAT (this will be your specific recommendation(s)—the outline is started, but you may need fewer/more subsections.)

	II. WHAT--this will be your “umbrella” recommendation(s)
		A….
		B…..
			1.
			2.
		C.. . . 
	III.  WHY—this will be all your research/support—both primary and secondary
		A…..
			1…..
			2…..
			3……	
		B…….
			1…..
			2….
		C……
			1….
			2….
			3….
	IV.  HOW—this will include all the logistics of how to implement the recommendation(s).  Anticipate and answer all reader questions.  Part of this section will be a risks/mitigation section, a time line to implement, and a cost/benefit analysis.

