Planning Reports
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The Three-Step Process

Planning Writing Completing
Analyze Situation Revise
Adapt to
" the Audience
Gather Information Produce
Select Medium Proofread
Compose
Get Organized el e Distribute
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Analyzing the Situation

. Define

the Purpose

Y n
Prepare
A the Work Plan
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Statement of Purpose

Inform Persuade |Recommend
Confirm Analyze Summarize
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Preparing the Work Plan
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Problem or Purpose and
Opportunity Scope

Tasks to Be | Final Products

Accomplished or Outcomes

Schedulesand | Plans for B Working
Requirements Following Up Outline
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Gathering Information

Purpose

Audience

Priorities
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Selecting the Medium

Hardcopy
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Organizing Information

Direct Approach Indirect Approach

Conclusions
and Recommendations

Overall Findings
Overall Findings Discussion and Support

Conclusions
and Recommendations

Objective Support
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Supporting Your Messages

Plan your research

Locate data and information

. Apply your findings

1.
2
3. Process data and information
4
5

Manage information efficiently
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Plan Your Research

Learn About the Subject

Target Information Gaps

Prioritize Research Needs
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Ethics and Etiquette in

Business Research

Don't Skew Respect Document
Results Privacy Rights Sources
[
\ [ |
Respect Don't Distort Don't
Property Rights Information Misrepresent
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Data and Information

Secondary
Research

Primary
Research
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Evaluating Sources

Source’s Reputation

Potential Bias

Purpose of Material

Author’s Credibility
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Evaluating Sources

Source’s Information

Third-Party Feedback

Timeliness

Completeness
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Secondary Research

Inside
the Company

Outside
the Company

Company Documents

Hardcopy Resources

Knowledge Management
Systems

Online Resources
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Finding Information

at the Library

Business Electronic Newspapers Periodicals
Books Databases pap
7
’ . Statistical Government
Directories Almanacs "
Resources Publications
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Using Search Engines

Advantages Disadvantages

Keyword Searching No Human Editors

Inconsistent Results

Scanning Webpages

Ranking Results Restricted Access
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Alternate Search Methods

Dynamic Pagegs ———————————————
z
g . g
=S Web Metasearch Online 8
& | Directories Engines Databases S
o
.":‘2:
\— Password Protecton ———————
© Prentice Hall, 2008 Excellence in Business Communication, 8e Chapter 11 - 19

Search Techniques

Keyword Searches

Boolean Operators

Natural Language

Forms-Based Searches
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Fine Tune Search Methods

P v'Read the instructions
v'Observe the details
\/_/ v'Review your options

v'Vary the search terms

g
m} 'S Adjust the search scope
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Innovative Search Methods

Desktop Search Engines

Enterprise Search Engines

Research Managers Content Managers
Social Bookmarking Sites Newsfeeds
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Documenting Sources

Direct A Paraphrased

Quotes Credit Your Sources Material
Specialized Common
Knowledge Support Your Message Knowledge

Fair Use Copyright

Doctrine Help Your Readers Law
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Primary Research

e Surveys
e Interviews
* Experiments

* Observations
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Conducting Surveys

Representative Effective
Sample Questions
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Effective Questionnaires

Clear Reliable Short
Instructions Answers Questionnaires

Easy-Analysis No Leading Unambiguous | | No Compound
Answers Questions Questions Questions
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Effective Internet Surveys

Minimize Cost

Reach People

Boost Response
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Conducting Interviews

Types of Questions

Question Sequence

Subject’s Background
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Processing Information

« Gather your thoughts
* Review your notes
* Organize the material

* Transcribe recordings
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Using Research Results

Mean, Median,
Overall Trends
and Mode
Cause and "
. Cross-Tabulation
Correlation
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Processing

Data and Information

Quoting

Paraphrasing

Summarizing
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Applying Your Findings

Drawing
Conclusions

Making
Recommendations
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Planning

Informational Reports

Monitor and
Control Operations

Implement Policies
and Procedures

Demonstrate
; Report Progress
Compliance
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Organizing

Informational Reports

[ I |
Comparison Importance Sequence
I I : I |
Chronology Or?eprigzi)n Geography Category
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Website Content

Demanding Difficulty of Nonlinear
Web Readers Reading Online Format
Multiple Multiple Diverse
Dimensions Purposes Audiences
L8]
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Information Architecture

Vertical Hierarchy

@ Horizontal Division

(( <4 Hyperlinks
5/\_/\
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Organizing the Site

Site Navigation

Reader Control

Information “Chunks”
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Planning Analytical Reports

Assess Opportunities

Solve Problems

Support Decisions
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Challenges

of Analytical Reports

Clarity Quality Responsibility
of Writing of Reasoning of Persuasion
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Organizing Analytical Reports

Logical Feasible Bottom-Line
Arguments Recommendations Conclusions
L
Indirect Direct
Approach Approach
Resistant Receptive
Audiences Audiences
© Prentice Hall, 2008 Excellence in Business Communication, 8e Chapter 11 - 40

Focus on Conclusions

Advantages Disadvantages
T
Easy-to-Use Bottom-Line Reader Superficial
Format Driven Resistance Appearance
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Focus on Recommendations

1.
2.
3.
4,
5.

List the required steps

Establish the need for action

Introduce the overall benefits

Explain each step more fully

Summarize the recommendations
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Focus on Logical Arguments

2+ 2 =4 Approach

Yardstick Approach

Introduce Problem/Opportunity ‘

Discuss Problem/Opportunity

Main Reasons for Conclusions ‘

Present Alternatives

List Decision-Making Criteria

‘ Main Reasons for Recommendations

Evidence Behind Reasons ‘

Weigh Alternatives Against Criteria
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Planning Proposals

Internal Requests

External Requests

Funding Investments
Management
g Ger_leral Grants Sales
Support Projects
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Organizing Proposals

<+—— Direct = Type of Approach Indirect
[ : [ :
Solicited Unsolicited
<«—— Interested ———— Type of Audience ————— Uninterested ——
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