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The “how-to” tone of Moreno’s title is appropriate for an action-oriented report that emphasizes
recommendations. A more neutral title, such as “An Analysis of Electrovision’s Travel and

Entertainment Costs” would be more suitable for an informational report.
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Large, bold type dis-
tinguishes the title
from the other ele-
ments on the cover.

-«— The name of the
recipient, if applicable,

typically comes after
the title.

Generous use of
white space between
elements gives the
cover an open feel.

Dating the report
gives it a feeling of
currency when it is
submitted and, con-
versely, as time
passes, signals to
future readers that
the material might
be out of date at
that point.
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~ Acknowledging help
- good etiquette and—>

- positive working
 relationships.

.. ——————

1 The memo format

' this internal report;—
- the letter format

- external report.

IS appropriate for

|

would be used for
transmitting an

The tone is con- |
versational yet still =
businesslike and |

respectiul.

given by others is

a way to foster

TO: Dennis McWilliams, Vice President of Operations 6&/9.
FROM: Linda Moreno, Manager of Cost Accounting Services

DATE: February 17, 2021 t
SUBJECT: Reducing Electrovision's Travel and Entertainment Costs

Here is the report you requested January 28 on Electrovision's travel and entertainment costs.

far too much on business travel. Our unwritten

! " T&E expenses. Although
policy has been “anything goes,” leaving us with no real control over & |
this hands-oft approach may have been understandable when Electrovision’s profits were high,

we can no longer afford the luxury of going first class.

Your suspiclons were right. We are spending

The solutions to the problem seem rather clear. We need to have someons with ?fenttr'allzed A
responsibility for travel and entertainment costs, a clear statement of policy, an efiec vetcovr\ml ro
system, and a business-oriented travel service that can optimize our travel arrangements. ¥Ve
should also investigate alternatives to travel, such as videoconferencing.

Getting people to economize is not going to be easy. In the course of researching this ishsiu%
I've found that our employees are deeply attached to their generous travel privileges. | thin
some would almost prefer a cut in pay to a loss in travel status. We'l need a lot of top manage-

ment involvement to sell people on the need for moderation.

I'm grateful to Mary Lehman and Connie Mclllvain for their considerable help in rounding up
and sorting through five years' worth of expense reports.

Thanks for giving me the opportunity to work on this assignment. It's been a real education. If
you have any questions about the report, please give me a call.

In this report, Moreno decided to write a brief memo of transmittal and include a separate executive
summary. Short reports (fewer than 10 pages) often combine the synopsis or executive summary

with the memo or letter of transmittal.

Moreno expects 2
positive response
SO she presents h'er
main conclusion
right away.

She closes gra-
ciously, with thanks
and an offer to dis-
cuss the results.
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The table ot
contents doesn t
include any ele-

ments that
appear before

the “Contents”
‘page.

The headings areé. —-

worded exactly as
' they appear in the
text.

' Moreno lists the
figures because
they are all signifi-
cant, and the list
is fairly short.

This and other
prefatory pages

are numbered with —>»

Roman numerals.
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Moreno included only first- and second-level headings in her table of contents, even though the
report contains third-level headings. She prefers a shorter table of contents that focuses attention
on the main divisions of thought. She used informative titles, which are appropriate for a report to

a receptive audience.

The table lists only
the page number
on which a section
begins, not the
entire range of
numbers.
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The executive e E’(EQUHYE §uﬂﬁfy‘
summary begins —>» This report analyzes Electrovision’s travel and entertainment (T&E)
by stating the pur- recommendations for reducing those costs.

costs and presents

pose of the report.

Moreno presents
the points in the
executive sum-
mary in the same
order as they
appear in the
report, using sub-

headings that 7

summarize the
content of the
main sections of

the report. L

'he page number-

ng in the execu- —>

Ive summary
ontinues with

Travel and Entertainment Costs Are Too High

expense category for Electrovision. The
ngusirgess travel. and these costs have been
make roughly 3,390 trips each
he biggest expense, followed by

Travel and entertainment is a large and growi
company spends over $16 million per year on
increasing by 12 percent annually. Company employees
year at an average cost per trip of $4,720. Airfares are t

hotels, meals, and rental cars.
' ' ' ompany'’s
The nature of Electrovision's business does require extensive trave_l, but the ¢
. an twice the national average on travel

CcO : loyees spend more th !
e o g 44 %n of the company’s facilities may partly explain this

and entertainment. Although the locati ' )
discrepancy, the main reason for our high costs Is a management style that gives

employees little incentive to economize.

Cuts Are Essential

Electrovision management now recognizes the need to gain more control over this element

of costs. The company is currently entering a period of.declining profits, prompting man-
agement to look for every opportunity to reduce spending. At the same time, rising airfares

and hotel rates are making T&E expenses more significant.

Electrovision Can Save $6 Milllon per Year

Fortunately, Electrovision has a number of excellent opportunities for reducing T&E costs.

Savings of up to $6 million per year should be achievable, judging by the experience of
other companies. A sensible travel-management program can save companies as much as
35 percent a year (Gilligan 39-40), and we should be able to save even more, since we
purchase many more business-class tickets than the average. Four steps will help us cut

costs:

1. Hire a director of travel and entertainment to assume overall responsibility for T&E
spending, policies, and technologies, including the hiring and management of a

national travel agency.
2. Educate employees on the need for cost containment, both in avoiding unnecessary

travel and reducing costs when travel is necessary.

3. Negotiate preferential rates with travel providers.
4. |mplement technological alternatives to travel, such as virtual meetings.

As necessary as these changes are, they will likely hurt morale, at least in the short term.
Management will need to make a determined effort to explain the rationale for reduced
spending. By exercising moderation in their own travel arrangements, Electrovision exec-
utives can set a good example and help other employees accept the changes. On the plus
side, using travel alternatives such as web conferencing will reduce the travel burden on
many employees and help them balance their business and personal lives.

\Y;

Her audience is
receptive, so the
tone in the execy-
tive summary is
forceful; a more
neutral approach
would be better for
hostile or skeptical
readers.

The executive
summary uses the
same font and
paragraph
treatment as the
text of the report.

Moreno decided to include an executive summary because her report is aimed at a mixed audience,
some of whom are interested in the details of her report and others who just want the “big picture.” The
executive summary is aimed at the second group, giving them enough information to make a decision
without burdening them with the task of reading the entire report.

Her writing style matches the serious nature of the content without sounding distant or stiff. Moreno
chose the formal approach because several members of her audience are considerably higher up in the
organization, and she did not want to sound too familiar. In addition. her company prefers the impersonal

style for formal reports.

Roman numerals.
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A color bar high-
jights the report =
title and the
first-level head-
ings; a variety

of other design
treatments are
possible as well.

A running footer
that contains the

report title and =™

the page number
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REDUCING ELECT ROVISION'S
TRAVEL AND ENTERTAINMENT COSTS
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INTRODUCTION

s s S et | R A

SL?;:;%‘:?&:‘&S al\tNays encouraged a significant amount of business travel. To compensate
qenerous trvel e 3 ress and inconvenience of frequent trips, management has authorized
morale. but | el and entertalnment (T&E) allowances. This philosophy has been good for

 but last year Electrovision spent $16 million on travel and entertainment—S7 million
more than It spent on research and development.

Ig::lyreaet:rs 'IA?E costs will affect profits even more because of increases in airline fares and
b es. Also, the company anticipates that profits will be relatively weak for a variety of
er reasons. Therefore, Dennis McWilllams, Vice President of Operations, has asked the
accounting department to explore ways to reduce the T&E budget.

The purpose of this report Is to analyze T&E expenses, evaluate the effect of recent hotel
and airfare Increases, and suggest ways to tighten control over T&E costs. The report out-
lines several steps that could reduce Electrovision’s expenses, but the precise financial
Impacs of these measures Is difficult to project. The estimates presented here provide a “best
guess” of what Electrovision can expect to save.

In preparing this report, the accounting department analyzed Internal expense reports for the
past five years to determine how much Electrovision spends on travel and entertainment.
These figures were then compared with average statistics complled by Dow Jones (publisher
of the Wall Street Journal) and presented as the Dow Jones Travel Index. We also analyzed
trends and suggestions published In a variety of business journal articles to see how other
companles are coping with the high cost of business travel.

-

~ THE HIGH COST OF TRAVEL AND ENTERTAINMENT
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Although many companies view travel and entertainment as an Incidental cost of doing
business, the dollars add up. At Electrovision the bill for airfares, hotels, rental cars, meals,
and entertainment totaled $16 million last year. Our T&E budget has increased by 12 percent
per year for the past five years. Compared with the average U.S. business traveler, Electro-
vision's expenditures are high, largely because of management’s generous policy on travel

benefits.
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appears on eve e ;
P "Y' In her brief introduction, Moreno counts on topic sentences and transitions to indicate that she is

page.

discussing the purpose, scope, and limitations of the study.

The introduction
opens by estab-
lishing the need
for action.

Moreno mentions
her sources and
methods to increase
credibility and to
give readers a
complete picture

of the study's
background.
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$16 Million per Year Spent on Travel and Entertainment

only 8 percent of sales. Because this is a rel-

atively small expense category compared with such things as salaries and cpmm'isslons,
it is tempting to dismiss T&E costs as insignificant. However, T&E is Electrovision's
third-largest controllable expense, directly behind salaries and information systems.

Electrovision's annual budget for T&E Is

Last year Electrovision personnel made about 3,390 trips at an average cost per trip of

$4,720. The typical trip involved a round-trip flight of 3,000 miles, meals, hptel accom-
modations for two or three days, and a rental car. Roughly 80 percent of trips were made

by 20 percent of the staff—top management and sales personnel traveled most,
averaging 18 trips per year.

Figure 1 illustrates how the T&E budget Is spent. The largest categories are airfares and
lodging, which together account for $7 of every $10 that employees spend on T&E. This
spending breakdown has been relatively steady for the past five years and is consistent

with the distribution of expenses experienced by other companies.

Entertainment

Q
Rental Cars 008 Alrfares

43%

The visual is —

placed as close mg“’“ G
- ares and Lodging Account for Over
as possible to the Two-Thirds of Electrovision's T&E Budge

point it illustrates.

Although the composition of the T&E budget has been consistent, its size has not. As
mentioned earlier, these expenditures have increased by about 12 percent per year for
the past five years, roughly twice the rate of the company's sales growth (see Figure 2).
This rate of growth makes T&E Electrovision’s fastest-growing expense item.

Each visual has

a title that clearly Figure 2 0% ﬁ
indicates what =" T&E Expenses Continue to Increase asa ¢ S:g;: [en]
it's about; titles Percentage of Sales 3 6.0%
are consistently g 5.0% e
placed to the left 8 ;gj
of each visual. g 5L

1.0%

0.0%

2016 2017 2018 2019 20020

Reducing Electrovision’s Tra\
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Moreno opens thg first main section of the body with a topic sentence that introduces an important
fact about the subject of the section. Then she orients the reader to the three major points developed

in the section.



The visuals are —»
numbered con-

secutively and
referred to by

their numbers
in the text
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The chart in Figure 3 Is simple but effective; Moreno includes just enough data to make her point
Notice how she is as careful about the appearance of her report as she Is about the quality of its

contenl.

Electrovision's Travel Expenses Exceed Natlonal Averages

Much of our travel budget Is justifi 's high
T&E budget: get s justified. Two major factors contribute to Electrovislon’s hig

With our headquarters on the Wast Coast and our major customer on the East Coast,
Wwe nalurally spend a lot of money on cross-country flights.

* A great deal of tmvgl takes place between our headquarters here on the West Coast
and the manufacturing operations in Detroit, Boston, and Dallas. Corporate managers
and division personnel make frequent trips to coordinate these disparate operations.

However, even though a good portion of Electrovision’s travel budget Is Justifiable, the

company spends considerably more on T&E than the average busliness traveler
(see Figure 3),

Figure 3 P Bt
Electrovision Employces Spend Over —
Twico as Much as the Average Electrovision
Business Traveler i
Source: Wall Street Journal and j L
T R T
company records US Avorage : ?f‘:;\ 'i“'—‘s',.f*

Average Dally T&E Expenses

The Dow Jones Travel Index calculates the average cost per day of business travel in the
United States based on average alrfare, hotel rates, and rental car rates. The average
fluctuates weekly as travel companles change their rates, but it has been running at about
$1,000 per day for the last year or so. In contrast, Electrovision's average daily expense
over the past year has been $2,250—a hefty 125 percent higher than average. This figure

lzs1bgsed on the average trip cost of $4,720 listed earlier and an average trip length of
.1 days.

Spending Has Been Encouraged

Although a variety of factors may contribute to this differential, Electrovision's relatively high
T&E costs are at least partially attributable to the company's philosophy and management
style. Since many employees do not enjoy business travel, management has trled to make
the trips more pleasant by authorizing business-class airfare, luxury hotel accommoda-
tions, and full-size rental cars. The sales staff Is encouraged to entertain clients at top
restaurants and to Invite them to cultural and sporting events.

Moreno introduces
visuals before they
appear and indi-

cates what readers |
should notice about |

the data.

s — . —— e~ e e —— .




A bulleted list —>~[
makes it easy
for readers to
identify and
distinguish
related points.

The cost of these privileges s easy to overlook, given the weakness of Electrovision's
system for tracking T&E expenses:

» The monthly financial records do not contaln a separate category for travel and
entertainment: the Information Is buried under Cost of Goods Sold or under

Selling, General, and Administrative Expenses.

» Each department head Is given authority 1o approve any expense report, regard-
less of how large it may be.

* Recelpts are not required for expenditures less than $100.
* Individuals are allowed to make their own travel arrangements.

+  No one s charged with the responsibllity for controlling the company’s total
spending on travel and entertalnment.

GROWING IMPACT ON THE BOTTOM LINE

During the past three years, the company's healthy profits have resulted In relatively little
pressure to push for tighter controls over all aspects of the business. However, as we all
know, the situation Is changing. We're projecting flat to declining profits for the next two

years, a situation that has prompted all of us to search for ways to cut costs. Al the same
time, rising airfares and hotel rates have Increased the impact of T&E expenses on the

company's financial results.

Lower Profits Underscore the Need for Change

The next two years promise to be difficult for Electrovision. After several years of steady
Increases In spending, the Postal Service Is tightening procurement policies for auto-
mated mail-handling equipment. Funding for the A-12 optical character reader has been
canceled. As a consequence, the marketing department expects sales to drop by

15 percent. Although Electrovision Is negotiating several other promising R&D contracts,
the marketing department does not foresee any major procurements for the next two 1o

three years.

At the same time, Electrovision Is facing cost increases on several fronts. As we have
known for several months, the new production facility now under construction in Salt
Lake Clty, Utah, Is behind schedule and over budget. Labor contracts In Boston and
Dallas will expire within the next six months, and plant managers there anticipate that
significant salary and benefits concessions may be necessary to avoid strikes.

Moreover, marketing and advertising costs are expected to increase as we attempt to
strengthen these activities to better cope with competitive pressures. Given the expected
decline in revenues and increase In costs, the Executive Committee’s prediction that
profits will fall by 12 percent in the coming fiscal year does not seem overly pessimistic.

Moreno designed her report to include plenty of white space so even those pages that lack visuals
are stll attractive and easy 1o read.

Informative head-
Ings focus reader
attention on the
main points. Such
headings are
appropriate when

a report uses the
direct approach
and is intended for
a receptive audi-
ence. However
descriptive headings
are more effective
when a report uses
the indirect approach
and readers are
less receptive




' Moreno support.s ——
her argument with
| objective facts and

sound reasoning.

' The recommen- —»
dations are real-

" istic, noting both

the benefits and

the risks of taking

action.
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Moreno creates a forceful tone by using action verbs in the third-level subheadings of this section.
This approach is appropriate to the nature of the study and the attitude of the audience. However,
in a status-conscious organization, the imperative verbs might sound a bit too presumptuous coming
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Airfares and Hotel Rates Are Rising

5:5;??:3 tr?ve;ers have grown accustomed to frequent fare wars and discounting in the
o Ius 'y In recent years. Excess capacity and aggressive price competition, par-
ularly in the airline business, made travel a relative bargain.

However, that situation has changed as weaker competitors have been forced out and the
remaining players have grown stronger and smarter. Airlines and hotels are better at man-
aging inventory and keeping occupancy rates high, which translates into higher costs for
Electrovision. Last year saw some of the steepest rate hikes in years. Business airfares
(tickets most likely to be purchased by business travelers) jumped more than 40 percent in
many markets. The trend is expected to continue, with rates increasing another 5 to

10 percent overall (Phillips 331; “Travel Costs Under Pressure” 30; Dahl B6).

Given the fact that air and hotel costs account for almost 70 percent of our T&E budget, the
trend toward higher prices in these two categories will have serious consequences, unless
management takes action to control these costs.

~ METHODS FOR REDUCING T&E COSTS

RN . Ranadil .. 4 : LY > N - ;
B SV S TR NS S d e (R S & Slacstadt, st o

By implementing a number of reforms, management can expect to reduce Electrovision’s
T&E budget by as much as 40 percent. This estimate Is based on the general assessment
made by American Express (Gilligan 39) and on the fact that we have an opportunity to
significantly reduce alr travel costs by eliminating business-class travel. However, these
measures are likely to be unpopular with employees. To gain acceptance for such changes,
management will need to sell employees on the need for moderation in T&E allowances.

Four Ways to Trim Expenses

By researching what other companies are doing to curb T&E expenses, the accounting
department has identifled four prominent opportunities that should enable Electrovision to

save about $6 mlllion annually In travel-related costs.

Institute Tighter Spending Controls

A single individual should be appointed director of travel and entertainment to spearhead
the effort to gain control of the T&E budget. More than a third of all U.S. companies now
employ travel managers (“Businesses Use Savvy Managers” 4). The director should be
familiar with the travel industry and should be well versed in both accounting and informa-
tion technology. The director should also report to the vice president of operations. The
director's first priorities should be to establish a written T&E policy and a cost-control

system.

Electrovision currently has no written policy on T&E, a step that is widely recommended
by air travel experts (Smith D4). Creating a policy would clarify management’s position and
serve as a vehicle for communicating the need for moderation.

A 20 } = 4 A5 _ » } ERC YO
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from a junior member of the stalf.
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In addition to mak-
Ing key points easy
to find, bulleted lists
help break up the
text to relieve the
reader’s eye

—_—

Moreno lakes care not to overstep the boundaries of her analysis. For instance, she doesn't analyze
the value of the seminars that employees attend every year, so she avoids any absolute statements

At a minimum, the policy should include the following

« Al T&E should be strictly related to business and should be approved in advance

« Except under speclal circumstances to be approved on a case-by-case basis,
employees should travel by coach and stay in mid-range business hotels

« The T&E policy should apply equally to employees at all levels

To implement the new policy, Electrovision will need to create a system for controlling T&E
expenses. Each department should prepare an annual T&E budget as part of Its operating
plan These budgets should be presented in detail so that management can evaluate how '
T&E dollars will be spent and can recommend appropriate cuts. To help management monitor
performance relative to these budgets, the director of travel should prepare monthly financial
statements showing actual T&E expenditures by department.

The director ol travel should also be responsible for retaining a business-oriented travel
sorvice that will schedule all employee business trips and look for the best travel deals, par-
ticularly In alrfares. In addition to centralizing Electrovision's reservation and ticketing
aclivilles, the agency will negotiate reduced group rates with hotels and rental car firms. The
agency selected should have offices nationwide so that all Electrovision facilities can channel
their reservations through the same company. This Is particularly important in light of the
dizzying array of often wildly dilferent airfares avallable between some cities. It's not uncom-
mon 1o lind dozens ol fares along commonly traveled routes (Rowe 30). In addition, the
director can help coordinate lravel across the company to secure group discounts whenever
possible (Barker 31; Miller B6)

Reduce Unnecessary Travel and Entertalnment

One of the easlest ways to reduce expenses Is to reduce the amount of traveling and
entertaining that occurs. An analysis of last year's expenditures suggests that as much

as 30 percent of Electrovision’s T&E Is discretionary The professional staft spent $2 8 million
altending seminars and conferences last year Although these gatherings are undoubtedly
beneliclal, the company could save money by sending fewer representives 1o each function
and perhaps by eliminating some of the less valuable seminars.

Similarly, Electrovision could economize on trips between headquarters and divisions by
reducing the frequency of such visits and by sending fewer people on each trip. Although
there Is often no substitute for lace-to-face meetings, management could try to resolve more
Internal Issues through telephone, electronic, and written communication

Electrovision can also reduce spending by urging employees to economize. Instead of flying
business class, employees can lly coach class or lake advantage of discount fares. Rather
than ordering a $50 bottle of wine, employees can select a less expensive bottle or dispense

with alcohol entirely. People can book rooms al moderately priced hotels and drive smaller
renlal cars

Redcing Electovisiony Tavel and Enterainment Costs =~~~
NG CRcTOviaony TMivey an VarTaR Lo T 0 P M Page @

aboul reducing travel to seminars

— e, e

Moreno lists the
steps needed fo
implement her
recommendations




By pointing out =
possible difficul-
ties and showing
that she has con-
sidered all angles,
Moreno builds
reader confidence
in her judgment.

Note how Moreno makes the transition from section to section. The first sentence under the second
heading on this page refers to the subject of the previous paragraph and signals a shift in thought.

Obtain Lowest Rates from Travel Providers

Apart from urging employees to economize, Electrovislon can also save money by
searching for the lowest avallable alrfares, hotel rates, and rental car fees. Currently, few
employees have the time or knowledge to seek out travel bargains. When they need to
travel, they make the most convenient and comfortable arrangements. A professional
travel service will be able to obtain lower rates from travel providers.

Judging by the experlence of other companies, Electrovision may be able to trim as
much as 30 to 40 percent from the travel budget simply by looking for bargains in airfares
and negotiating group rates with hotels and rental car companies. Electrovision should
be able to achieve these economles by analyzing Its travel patterns, identifying frequently
visited locations, and selecting a few hotels that are willing to reduce rates In exchange
for guaranteed business. At the same time, the company should be able to save up to 40
percent on rental car charges by negotiating a corporate rate.

The possibilities for economizing are promising; however, making the best travel arrange-
ments often requires trade-offs such as the following:

* The best fares might not always be the lowest. Indirect flights are usually cheaper,
but they take longer and may end up costing more in lost work time.

* The cheapest tickets often require booking 14 or even 30 days In advance, which is
often impossible for us.

*  Discount tickets are usually nonrefundable, which is a serious drawback when a trip
needs to be canceled at the last minute.

Replace Travel with Technological Alternatives

Online meeting systems such as WebEx and GoTo Meeting offer a compelling alternative
to many Instances of business travel. With webcam video, application/screen sharing,
and collaboration tools such as virtual whiteboards, they have made great strides toward

replicating the in-person meeting experience.

As effective as these systems can be, though, they shouldn't automatically replace every
in-person meeting. When establishing a business relationship, for example, meeting face
to face Is an important part of building trust and getting past the uncertainties of working
with a new partner. Part of the new travel director’s job would be to draft guidelines for

choosing travel or online meeting options.
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The Impact of Reforms

unnecessary expenses, negotiating more
to travel, Electrovision should be'able to

s, the combined savings should
e somewhat

By iImplementing tighter controls, reducing

favorable rates, and exploring alternatives
reduce Its T&E budget significantly. As Table 1 illustrates, th
be In the neighborhood of $6 million, although the precise figures ar

difficult to project.

Table 1 , ~
Electrovision Can Trim Travel and Entertainment Costs by an Estimated $6 Million

per Year

SOURCE OF SAVINGS ESTIMATED SAVINGS
Switching from business-class to coach airfare $2,300,000
Negotiating preferred hotel rates 940,000
Negotiating preferred rental car rates 460,000
Systematically searching for lower alrfares 375,000
Reducing Interdivisional travel 675,000
Reducing seminar and conference attendance 1,250,000
TOTAL POTENTIAL SAVINGS $6,000,000

To achieve the economies outlined in the table, Electrovision will incur expenses for
hiring a director of travel and for Implementing a T&E cost-control system. These costs
are projected at $115,000: $105,000 per year In salary and benefits for the new
employee and a one-time expense of $10,000 for the cost-control system. The cost of
retalning a full-service travel agency is negligible, even with the service fees that many
are now passing along from alriines and other service providers.

The measures required to achleve these savings are likely to be unpopular with em-
ployees. Electrovision personnel are accustomed to generous T&E allowances, and
they are likely to resent having these privileges curtailed. To alleviate thelr disap-
pointment:

* Management should make a determined effort to explain why the changes are
necessary.

* The director of corporate communication should be asked to develop a multi-
faceted campalgn that will communicate the Importance of curtailing T&E costs.

. Mz:lnagement should set a positive example by adhering strictly to the new
policles.

*The limitations should apply equally to employees at all levels in the
organization.
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“Conclusions" or
“Conclusions and
Recommendauons.

Electrovision should be able to red t by takin
fout Important steps: uce T&E costs by as much as 40 percent by g duced to them. |

1. Institute tighter spending controls. Management should hire a director of travel and
> | entertainment who will assume overall responsibility for T&E activities. Within the
next six months, this director should develop a written travel policy, Institute a T&E
budget and a cost-control system, and retain a professional, business-orlented
travel agency that will optimize arrangements with travel providers. :
|

2. Reduce unnecessary travel and entertainment. Electrovision should encourage
employees to economize on T&E spending. Management can accomplish this by

Presenting the
authorizing fewer trips and by urging employees to be more conservative in their

recommendations
in a list gives each spending.
hasis.

one emp 3. Obtaln lowest rates from travel providers. Electrovision should focus on :
obtaining the best rates on airline tickets, hotel rooms, and rental cars. By :
channeling all arrangements through a professional travel agency, the company
can optimize Its choices and gain clout In negotiating preferred rates.

— 4. Replace some travel with technological afternatives. Online meeting systems

should be adequate for most of our tactical meetings with established clients and
for most internal communication as well.

Because these measures may be unpopular with employees, management should
| | make a concerted effort to explain the Importance of reducing travel costs. The direc-
| tor of corporate communication should be given responsibility for developing a plan to

| | communicate the need for employee cooperation.

Page 9

Moreno doesn't introduce any new facts in this section. In a longer report she might have divided
this section into subsections, labeled “Conclusions” and “Recommendations,” to distinguish

| between the two.
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