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, and #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.

· for all 3 reports

· 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).

· ABSTRACT
· purpose of writing

· summary of problems covered
· BODY
· background on source problems

· ** well-organized description of the problems observed

· data that support your observations

· consequences of the problems

· CONCLUSION
· brief statement of main problems

· degree of urgency required to handle problems

· next step suggestions
· as always, further contact
__________________________________________________________________________________________
(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

· ABSTRACT
· purpose of writing

· brief reference to the problem to which the recommendations respond

· summary of recommendations covered
· BODY
· organization:
1. Problem – Recommendation 

2. brief discussion of the problems and then a detailed list of recommendations

· recommendations in the same order as the problems

· ** description of the recommendations 

· What should be done?

· Change/upgrade from what to what?

· be specific

· data that support your recommendations

· *main benefits of the recommendations

· *any possible drawbacks or consequences
· be specific (esp. with costs)
· CONCLUSION
· brief restatement of main recommendations

· the main benefit of the recommended change
· your offer to help with the next step
· as always, further contact
__________________________________________________________________________________________

(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

· Objective – just the facts

· No recommendation (until Conclusion)
· The addressee will make the final decision

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

· physical design (size, color, shape, texture, dimensions,…)
· specifications

· ease of use

· quality of instructions

· maintenance:  frequency & cost

· availability of software

· warranty coverage

· service

· manufacturer reputation


· ABSTRACT
· purpose of writing

· summary of what the report says about the equipment
· (Why are you writing AND What’s ahead?)
· BODY
· ** thorough description of the equipment

· ** well-organized critique
· top-bottom, left-right, inside-out,… (coherence)
· analysis of the parts of one piece of equipment
· according to selected criteria (samples listed above)
· additional supporting data 

· reference to any attachments
· *end with a Comparison/Contrast table 
· between this evaluated piece of equipment AND your #1 recommendation from your Recommendation Report
· CONCLUSION
· “Conclusions and Recommendations”
· brief restatement of major -
· findings

· conclusions 

· recommendations
· (Remember, your job here is merely to present the Decision-Maker with as much information she/he needs to make an informed decision.  In the end, that person, not you, will make the decision.)
· GRAMMAR
· POV = third person, general (“students” or “one” rather than “you”)

· Hyphens:  for 17-inch, 5-year warranty, cost-effective, log-in
· Numbers:  for plural model numbers, do not use apostrophes (Model SUX 770s, not 770’s)

· Transitions:  use transitions to enumerate parts/problems or to note changes in direction

· Capitalization:  Web and Internet are capitalized, Building 7 too
* FOR ALL THREE:

· use the LCCC memo template

· **follow the memo format 

· for the top-page header

· (not letter format)


· letter format:

· *unless otherwise directed, follow the memo format (this is just FYI)

· beneath the Subject line (centered, bold-faced, ALLCAPS):  

Problem Analysis:   


LAB #715 COMPUTERS

· or 

EQUIPMENT EVALUATION:

LAB #715 COMPUTERS
· or 

RECOMMENDATION REPORT:

LAB #715 COMPUTERS


MEMORANDUM





DATE:		July 25, 2009


TO:		Janus Toofayced, Dean of Purchasing


FROM:	John Schmigliessa, Student President


SUBJECT:	Recommendation for New Computers





INTRODUCTORY SUMMARY


	You recently requested ….





123 Main Street


Nanticoke, PA 18634


(570) 740-2000





July 25, 2009





Luzerne County Community College


1333 S. Prospect St.


Nanticoke, PA 18634





ATTENTION:  Ms. Janus Toofayced, Dean of Purchasing





RECOMMENDATION REPORT:


LAB #715 COMPUTERS





INTRODUCTORY SUMMARY


	You recently requested ….





John Schmigliessa


July 25, 2009
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CONCLUSIONS and RECOMMENDATIONS


	Based on our analysis, ….





John Schmigliessa


July 25, 2009
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CONCLUSIONS and RECOMMENDATIONS


	Based on our analysis, ….








* Evaluate the equipment, not the problems *


Don’t repeat the Problem Analysis Report


Arrange your analysis according to its parts; then mention the problems as they relate to the parts 


Keep your focus on the equipment





SUPPORT


Thorough description of problems always dictates the use of specific instances for support.


RS:  description, narration, P/A, illustration, C/C, C&E, D/C, definition


Perform some rudimentary research on equipment, to familiarize yourself with specific parts (e.g.).





* Keep the focus on the recommendations *


Discuss the problems, absolutely, but be concise.


Do not go into too much detail with the problems. 


Do not repeat what you have already done in the Problem Analysis Report.








