
[image: ]
Final Recommendation Report - Instructions • 200 pts.
Review the examples in Chapter 16 for the format, structure, and style for your formal recommendation report. Include appropriate visuals (3+) that are properly captioned and cross-referenced in your report, and academic resources (5+), with APA format in-text citations and references. The report should be a minimum of 7-10 pages long.

Option 1 - Legal or Ethical Dilemmas. Typically, this formal report 1) defines the dilemma, 2) identifies possible courses of action, 3) recommends one course of action, and 4) describes possible steps for implementing that course of action. Select one of the situations below and write a formal report that addresses the four areas outlined above.

Situation One: The lead accountant at Topper Glass has discovered that James Pederson, the Vice President for Sales and Marketing, borrowed $15,000 from company funds to pay off personal legal fees. He did repay the money without interest one month later, but the loan was unauthorized.

Other employees at the company have heard about the loan; they demand that the President take action, even though Pederson is a top employee and the President’s close friend. What should the President do? In a formal recommendation report, describe an optimal solution for the president.

Situation Two: Playtime Toys has manufactured stuffed animals in Raleigh, Wisconsin for 23 years. Over 30% of the small town’s resident’s work at Playtime Toys. Unfortunately, the company’s profits have declined because they can’t match the prices of toys manufactured overseas. The CEO identifies high-wage union workers and an outdated manufacturing process as the culprits. She feels compelled to build a new manufacturing plant in Mexico just to remain competitive, but she knows that laying off her workers will impact the local economy. What should she do? In a formal recommendation report, describe an optimal solution for the CEO.

Option 2 - Feasibility Report. Select one of the following situations, research options for addressing it, and present those options in an informational and analytical report so they can make an informed decision.
· Reduce employee health care costs
· Improve security in your small office building
· Find ways to increase community volunteering among employees
· Introduce a complicated new technology to your workplace 
[bookmark: _GoBack]Read the grading rubric on pages two and three before beginning the assignment.
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Final Recommendation Report -- Grading Criteria
	
	Strong
	Developing
	Needs Work
	Missing
	Points

	Structure
	60 points
	40 points
	20 points
	0 points
	60%

	Support Elements
	Report includes all required elements: Cover letter, Title page, Table of Contents, Abstract, References, and Appendices. Minor revision is necessary.
	Five of the six required support elements are present. Moderate revision is necessary.
	Four or less of the six required support elements are present. Major revision is necessary.
	Element missing
	

	Report Body
	The report includes all required body elements: an Introduction, Background, Methods, Results, Conclusions, and Recommendations. Minor revision is necessary.
	The report includes five of the six required body elements. Moderate revision is necessary.
	The report includes four or less of the six required body elements. Major revision is necessary.
	Element Missing
	

	Other
	16 points
	10 points
	6 points
	0 points
	40%

	Coverage
	The page count falls within the specified range and remains focused on the topic.
	The page count falls within the specified range but lacks depth or drifts off topic.
	The page count does not fall in specified range, lacks depth, or is not focused on topic.
	Element missing
	

	Writing Style
	Report has no grammatical, spelling, punctuation, or proofreading errors.
	Report has under 5 grammatical, spelling, punctuation, or proofreading errors.
	Report has over 5 grammatical, spelling, punctuation, or proofreading errors.
	Element missing
	

	Document Design
	The document is well designed with
	The document shows developing
	The design of the document needs
	Element missing
	




	
	Strong
	Developing
	Needs Work
	Missing
	Points

	
	consistent headings, and page numbers.
	design, with inconsistent headings or missing page numbers.
	work.
	
	

	Visuals
	Each graphic reinforces the main points of the report, or accurately represents data.
	Only 90% of the graphics reinforce the main points, or accurately represent data.
	Only 80% or less of the graphics reinforce the main points, or accurately represent data.
	Element missing
	

	References
Format
	Report has no APA in-text citation and reference list errors.
Minor revision is necessary.
	Three or four in- text citations and/or references contain the appropriate APA citation details. Moderate revision is necessary.
	Fewer than three in-text citations/references contain the appropriate APA citation details. Major revision is necessary.
	Element missing
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