	Memo to Management


Target Course CompetenciesGLOBAL BUSINESS FUNDAMENTALS

Examine globalization and the reasons for conducting global business
Analyze strategies for international market entry

Directions
For this assignment, you will write a memo to management about the reasons for entering the global marketplace. Imagine that you want to convince management at your firm that it is important to look outside the US for sales opportunities. You work for a company that manufactures a product that is used in food processing plants.

The memo should include relevant concepts presented in class as well as your own views and ideas.  You should consider both the opportunities and risks of entering the global marketplace.

A memo should include “To”, “From”, “Date”, and “Subject” lines at the top.  Include an introduction, three main idea paragraphs, and a conclusion, as well as a request for follow-up action.

Review the Scoring Guide below and the Basic Essay Format (in Blackboard).  Use them to draft your memo.  After writing your memo, make sure it meets all of the criteria on the Scoring Guide.

Submit the final copy of your memo to your instructor for feedback and evaluation.  This assessment will be run through SafeAssign, WCTC’s plagiarism-checking software.
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Memo Scoring Guide

Rating Scale
3: Thoroughly meets criterion
2: Meets criterion at a basic level
1: Does not meet criterion
0: Information missing or incorrect

Scoring Guide
	Criteria
	Ratings

	introduction that presents the main ideas
		3	2	1	0

	main idea paragraph 1is relevant and organized around one key point with supporting details
		3	2	1	0

	main idea paragraph 2 is relevant and organized around one key point with supporting details
		3	2	1	0

	main idea paragraph 3 is relevant and organized around one key point with supporting details
	   3        2	1	0

	at least one source cited (not the textbook)
		3	2	1	0

	challenges or risks to global activity are discussed in main idea paragraphs or in conclusion
		3	2	1	0

	memo includes a conclusion/summary paragraph of the main ideas
		3	2	1	0

	memo includes a request for follow-up action (such as a meeting, additional research, etc.) in the conclusion
		3	2	1	0

	memo evidences correct grammar, punctuation, and spelling
		3	2	1	0

	memo is neat and includes the “To”, “From”, etc. per the directions
	   3        2	1	0




