CBD Project 1 (Marketing a new product)-Written report-Guidelines

Your company has just developed and patented a new type of product. 
Specifically, you are asked to prepare a written case analysis that is addressed to the management. 

· It should be no longer than a total of 6 pages(excluding the cover sheet, signature page,table of contents), allocated roughly as follows:
· 1  page executive summary 

·  3 pages of text that clearly convey your specific recommendations to the management for the questions listed above.
· In addition to the text portion, you could have 2 pages for any calculations, charts, graphs, or other numerical or analytical material that provide support for your written recommendations. 

· You need to also include a further analysis in your recommendation

· For fairness, please limit your text portion of the memo to double-spaced pages, using a type font no smaller than 10 or 11 point (as used here). For your 2 pages of numerical or analytical support material, the only rule is that I must be able to read it without a magnifying glass and understand it. Thus, label each chart or graph with a title so that the reader knows the purpose or point being made. (This will help you in deciding how to convey information and whether or not it really supports the points you’re making in the text.) Your text should always refer to any charts or graphs by a simple notation, such as: “See Ex. 1” or “(Fig. 4)” inserted where appropriate to help the reader follow your analysis.  

· As in the real world of business, if the reader is confused or can’t follow your logic, it’s unlikely that your analysis would prove very persuasive for the management. Please take the time to proof your final memorandum to be sure it conveys the ideas and arguments you have worked so hard to create. Overall quality of your analysis and persuasiveness of your arguments on a comparative basis. 

· In short, you are asked to tell the management what he should do and why he should do it, so it is strongly suggested that you start your memo with the heading, “Recommendations.” Don’t waste time on anything other than getting down to business. Stay focused on the important ideas and don’t try to write a definitive analysis of every possible issue.
Recommended resource for writing:  Elements of Style. by Strunk, W. and White, E.B. 

If you haven't already bought this book, I strongly recommend you buy it now. It's cheap, and if you follow even 25% of what they recommend your writing will improve dramatically. Clear writing is a critical skill in systems development, and is one I'll be looking for throughout the projects. Past projects have lost valuable points in their papers because their writing was poor. Using the lessons in this book could help you to produce a good report.  You’ll also find “Elements of Style” for free at this web site: http://www.bartleby.com/141/index.html

Enjoy the challenge and the process. 
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