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Below, you will find a specific format that you should follow in composing your papers.  You should focus on using solid sentence construction and proper grammar, in addition to addressing the issues at hand.
Format:

· We require that you use a specific format not because it is the only way to write a business paper, but because it gives you practice following a framework and allows us to focus on evaluating other aspects of your writing.
· Your report must be typed!
· The use of bullet points and neat indentation is recommended. Your paper does not have to be in full paragraph/essay format.  Use single spacing (not 1.5 spacing) between lines with a full line skipped between sections.

· Create sections for everything needed to answer the question.
· Refer to Section 1.5 in the course text for math specific formatting information.

Content:

· Be sure to answer the question.  The “problem” section should be a sentence or two concisely describing the issue to the reader.

· Do not write about topics that are out of scope of the issue you are addressing. For example, if you are asked to improve advertising, do not talk about production and distribution.
· A “How and why the problem arose” section should include background and history behind the problem.  This is where you can briefly discuss the reading and give the reader the important facts about the situation.

· The resolution should be the concise statement that you believe will work best to solve the problem.  You should state your findings and explain why the solution is optimal/best.
· Refer to Section 1.5 in the course text for math specific content information.

Grammar & Writing Style

· Being clear and concise is paramount in business writing.    
· Please proofread your papers.  Each spelling or grammar mistake will result in a loss of points. 
· If you do not trust your own spelling/grammar skills, feel free to have a family member or friend proofread, too.  Please refrain from having other students in this class proofread your memos.

· Avoid contractions.  Use “do not” instead of “don’t” and “will not” instead of “won’t.”  
· Write in third person point of view.  Do not use “I” or “we”.
· Be sure that the pronouns that you use fit the noun that they are replacing.  A company fired “its” employees and employees lost “their” jobs.

· Avoid having bullets run onto the next page.  Format neatly to make your memo easy to read.

Finally, this is your only opportunity in this class to learn and improve your business writing.  Please avoid all situations that could be viewed as unethical.  Not only do such actions show a lack of integrity, but they also undermine the purpose of assigning the papers – to help foster an understanding of problem solving and business writing.  These actions will not be tolerated.   
