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The Exact Process of Writing the Report on "Crisis at Canoe".
The report writing assignment on "Crisis at Canoe" provided me with an opportunity to exercise the steps in formal business writing and specifically the 3x3 writing process. After reading the instructions, it became apparent that I was required to specifically focus on report writing and not any other business writing such as a letter or a memo. Therefore, the knowledge that I was required to write down a report to M.S. Thomas the Chief Operations Officer and Exit Reality; the marketing organization equipped me with a very high rate of objectivity. In writing the report, I focused on three main processes, and these were; prewriting, drafting and revising and in all the three steps, an emphasis was laid on formality, content, tone, style, channel as well as language.
Apparently, business writing should be purposeful, persuasive, economical and audience-oriented and hence, I followed these principles in my prewriting, drafting and revising phases of my report. The planning phase was the most critical and complex during my report writing. In this stage, I brainstormed about my topic, reviewed the goals of my writing, and analyzed my indented message as well as the audience. It was in the pre-writing stage whereby I was able to analyze my topic "Crisis at Canoe" and I was aware that I was required to focus on the strengths and weaknesses of the restaurant in light of the LA's Restaurant Ordinance Act and report to M.S. Thomas and Exit Reality on its overall grading in preparation for the grand sale. In the prewriting stage, I also became aware that my primary goal or purpose of writing the report was to be as persuasive as possible in proving that the restaurant was viable for sale. Audience analysis was also a very critical part of this stage. It was in this stage that I became aware that M.S.Thomas; the Chief Operations Officer and Exit Reality were my primary audiences. In my audience analysis, I focused on the context, age as well as the formality of the audience. In the pre-writing phase, I also selected the channel of message delivery which was a report. In this case, it was apparent that my audience required a very high degree of professionalism, formality and objectivity and as such, I had to choose a formal style, language and tone. In the prewriting stage, I also brainstormed my ideas, content and points to be put down in the report at the drafting phase.
In the drafting phase, I put down my ideas on paper after critical organization. In drafting, I started with the introduction, the body and then the conclusion and the recommendations. In the introduction, I discussed the purpose of the report which was to analyze the score of Canoe Restaurant in light of the LA's Restaurant Grading Ordinance and recommend it for sale. I also introduced the challenges facing the restaurant which included a decline in profits and de-investment. After the introduction, I shifted to the body of the report. The body was thorough and clear, and it was in this section whereby I correlated the regulations of the Ordinance with the manner in which the restaurant was operated. After this analysis, I shifted to the conclusion. In the conclusion, I explained that the restaurant had some critical strengths in terms of food handling, preparation as well as storage but it also had some weaknesses as spelt by the LA's regulations, and this analysis prompted me to award the restaurant a "B" score. The drafting phase also involved recommendations section whereby I stated clearly that the restaurant must follow all the regulations spelt by the LA's Restaurant Ordinance Act to achieve a first class or an "A" grade standard. I relied on formal style, tone, content and language in the drafting phase of my report. Proper sentence styles, sentence structure and paragraphs were used in this stage.
My final stage of the report writing was revising. In this stage, I had three main objectives, and these were; to effectively edit the report, proofread it and evaluate the message. The revision stage also provided me with an opportunity to rewrite, add, omit and delete content as necessary. In editing the report, I focused on grammar, content, sentence structure, level of formality, effective focus on audience, achievement of the purpose of the report, and utilization of formal tone and style. I also proofread the report, and this provided me with an opportunity to correct grammatical errors as well as punctuation marks. Also, I evaluated the message and confirmed that it was objective as well as audience specific. Revision formed a very critical part of my report, and it was through it, I reflected on all the mechanisms of writing before submission.
Conclusively, my report writing on "Canoe Crisis" was very systematic, and this enabled me to get to the depth and the breadth of the subject matter. Through prewriting, drafting and revision, I focused on aspects such as style, tone, content and organization and audience analysis. In the end, I was able to deliver a cohesive, coherence, valid, reliable and an objective report to M.S. Thomas an Exit Reality.
