INFORMAL REPORTS:  Activities
PROBLEM REPORT:  (Group)
· #2, p.271

· 3-5 problems at LCCC

· See p.272 for ideas


RECOMMENDATION REPORT

· #4, p.274
· Recommend changes that would improve THIS classroom (#715)

1. Problem analysis report (#1, #10)
2. Recommendation Report

3. Equipment Evaluation

· New computers (#13)

RECOMMENDATION REPORT

· #5, p.275 & #1 online

· Recommend product for purchase

· Memo

· Work-related product

EQUIPMENT EVALUATION REPORT

· #5, p.275

· #7, p.275

INFORMAL REPORTS:  Group Activity
Although a source of frustration throughout the semester, our classroom (#715) has provided us with an excellent opportunity to put our Technical Communication skills into practice – specifically, for these related assignments.  Thus, these 3 assignments will comprise 1 large task:  to report and resolve the problems associated with this room:  Room #715 in Building 7.

These activities are similar, in part, to those found at the end of the chapter:  #2, #10, #13.

(1) Problem analysis report 

· Assume that you have had enough and have decided to band together with other students frustrated with this room.  You and your group will investigate and evaluate the problems with this particular classroom and report these troubles in writing.

· See Act. #4 (p.274)

· structure, equipment, type of seating, arrangement of seating, ….

· Follow the chapter’s guidelines for “problem analysis.”

· Direct your writing to the appropriate administrator at LCCC.

· Page 272 has an example (although flawed, it suggests ideas).

· Memo Report
· Be specific about how the problem affects people (students, teachers).

· See Act. #9 and #10 (p.276-77).

(2) Recommendation Report
· Same scenario and suggestions as above.

· In this report, you are recommending changes that would improve this classroom.

· See Act. #4 (p.274).

· Memo Report
· Follow the chapter’s guidelines.
· See Act. #10 (p.276-77).

· Brief summary of the problem

· At least 1 suggestion per problem 

· (that is discussed in your problem analysis report)

· Not many technical details for implementing your suggestions
(3) Equipment Evaluation
· Same scenario as above.

· Focused, narrowed topic for this:
· What’s the #1 problem in this room – computers!
· So the “equipment” to be evaluated is computers
· Memo Report
· Follow the chapter’s guidelines.

· See Act. #5, #12, and especially #13 (p.278).

· Just report your evaluation

· Just the facts

· No recommendation

· The addressee will make the final decision

· Your evaluation criteria can include, among others, the following:

· physical design

· ease of use

· quality of instructions

· maintenance:  frequency & cost

· availability of software

· warranty coverage

· service

· manufacturer reputation







