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This exercise develops your company research skills and business memo writing skills.  Both skills are essentialyou’re your career success. 
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	Please type your responses in this column. 
It will lengthen as needed. Proofread your responses carefully.   


	company – Name a leading competitor of the company where you pretend to work.  This is your Company B.    
	  
     



	Position – How does Company B describe the position that is similar to the one at Company A.  
	
     


	Schedule – List the hours and days of the week you would work in this position. Include options to have a flexible schedule.
	
     

	Location – List where the work takes place. Include options to telecommute.
	
     

	Compensation – What is the pay range? What other compensation is offered? (Include insurance coverage, vacation time, sick days, retirement benefits, and any other compensation that has a monetary value.) 
	
     

	Career Development – How does the company develop employee’s skills?  Look for information on training, education reimbursement, mentoring, assignment of duties, promotion tracks.  
	
     

	Other perks – List any incentives or rewards that are in addition to financial compensation, such as a company car, Marta discounts, cell phone, laptop, free refreshments, paid time off for volunteering, and employee discounts. 
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	Company Analysis 
Delve deeper into Company B
The BCOM 3950 Research Resources page shows you HOW TO FIND THE ANSWER to these questions.
BCOM Research Resources Link

	

	When was the company founded?
	     

	What products and services does the company offer?
	
     


	Describe the company’s target customer or client group(s).
	
     


	What is the industry code assigned by NAICS? You can plug this code into search engines and find out A LOT about an industry.  
	
     


	Is it public, and if so, what is the stock symbol and on what market(s) is it traded? 
	
     


	Is it private? What type of private company? Go to References USA on the BCOM Research Resources page to see if it is listed.  If it is not, we suggest you use a different company because it will be hard to find the information you need.
	
     


	What products and services does the company offer?
	
     


	Describe the company’s target customer or client group(s).
	
     


	Annual revenue (most recent full fiscal year) 
	
     


	Describe the company’s competitive threats.
	
     


	Describe the company’s growth opportunities.

	
     




Once you have completed this form, consider what your boss asked you to do.  The boss is worried about Company A’s ability to attract the best talent for the position. The boss asked you to compare Company A with the leading competitor Company B.  You will explain the pros and cons of the position at each company. You will draw a conclusion about which firm is best for prospective employees.  The memo will be 1.5-pages.

Before you start writing, outline your message. THE OUTLINE IS REQUIRED. 


USE THIS OUTLINE FORMAT.  
Use as few words as possible to express the idea. Note, your message will have ONE main idea SUPPORTED BY three key points. Use just enough words to express the idea. Do not use complete sentences. It must fit on one page. Follow this structure:


I. Opening Statement— Get the audience’s attention, tell the audience the reason you are writing, make the audience want to keep reading, and preview what you will cover in the body. 

II. Body 
A. Supporting Point	(the topic sentence)
1. detail
2. detail
B. Supporting Point	(the topic sentence)
1. details
2. details
C. Supporting Point	(the topic sentence)
1. details
2. details

III. Concluding Statement— Reinforce your message (key idea) and overarching benefit. Call to action – state what you want the audience to do.






Now that you have finished the analysis and the memo outline, write the 1.5 page memo using appropriate business memo format.  

· All margins are one-inch.
· The font is Times New Roman or Garamond, point size 10
· The To/From/Date/Subject lines must be formatted in two columns, exactly as shown.
· The text is block left (no paragraph indentation), ragged right (no justified margins). 
· All lines are single spaced.
· An extra line space is used between paragraphs. 
· For the second page, in the header section, flush right, repeat the subject heading, followed by p. 2

You must use Grammarly to check your work.  You may access your FREE Grammarly account here.
https://technology.gsu.edu/technology-services/it-services/training-and-learning-resources/grammarly/

When you turn in your assignment, use the Comments box to report the Grammarly score for the memo.  You will upload a screen shot of the Grammarly score. 





To:	Company A boss’s name
From: 	Your name
Date:	The date
Subject: 	In 3 – 6 interesting words, explain purpose of this memo

First paragraph – Get the audience’s attention, tell the audience the reason you are writing, make the audience want to keep reading, and preview what you will cover in the body.  (This is NOT a letter. Do not begin with “Dear Name….”)

Second, third, and fourth paragraphs – Begin each paragraph with the topic sentence of the paragraph. Only include details that support the topic sentence.

Last paragraph – Reinforce your message (key idea) and overarching benefit. Call to action – state what you want the audience to do.
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