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Business Communications MG252 
SHORT FORMAL REPORT ASSIGNMENT 


 
Assume that the company you work (you can create a name) for is expanding into a multinational corporation (a 


company with offices/facilities in more than one country). You and several employees are being transferred to the 


new location. Research shows that persons, who go to another country to work (expatriates) often, suffer culture 


shock. This shock can be minimized if the expatriates and their families are well-prepared and well-versed in the 


culture of the other country before they leave their home country. 


In preparation for this move, Phyllis Abbott, Vice President for Training, has authorized you to research and 


prepare both a written and an oral report. This report should contain information that will help educate 


employees about the cultural differences of that country and how those differences will impact the daily business 


operation of the corporation.  


Your task is to help make the transition to the new country easier for the employee and their family. Your 


research topics should include areas that will be the source of the greatest amount of culture shock for the 


expatriates. 


Submit Report to Instructor: 
 Upload your written report document to Moodle by—Tuesday, November 25 at 4:00 p.m. 


o No submission to the Course Website will result in a deduction of 20 points. 


 Print the written report and staple the pages in proper order. 


 Place the written report, the written report evaluation form and the oral presentation evaluation form in 


an appropriate folder and submit to instructor. Note:  Make sure to fill in the necessary information on 


both evaluation sheets. 


o The folder must be submitted by 4:00 p.m. on Tuesday, November 25. The folder may be 


submitted in class prior to the due date or placed in the mailbox outside my office door DH215 by 


the designated due date and time.  


 If no folder is submitted, the student will receive no credit on the assignment. 


 No Late Submissions of Project Folders or uploads will be accepted. 


 Upload your PowerPoint presentation to the course website by 8:00 a.m. on the day of your oral 


presentation. 


o No submission to Moodle will result in a deduction of 20 points. 


 Print PowerPoint presentation as Handouts 6 per page. Submit final handouts to instructor at beginning 


of class on the day of your oral presentation. Make sure your name is in the header. Rough Draft 


handouts will be due at the beginning of class on the first day of presentations (December 2). 


o No Late Submissions to the Course Website or Printed Handouts will be accepted. 


 Oral Presentation Dates will be December 2, 4, 9, and 11. You will be assigned a day for your presentation. 


You must be present on the day you are scheduled to speak. If you are absent, you will be given an 


opportunity to speak on the last day of presentations if time allows. However, 20 points will automatically 


be deducted from your score. 


 My Oral Presentation Date ____________________________________________ 


 Note: On each day after the presentations are completed, we will be working on the next 


unit assignments both in and out of class.  
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Written Report 
 


You must have at least four sources. Required sources are listed in step 3 below. Use the resources available from 
the MG252 library website. 
 
Prepare the written report in MLA style. Remember this is a research paper and you must cite your sources in the 
body of the report using MLA style internal (textual citations). Prepare a Works Cited page for all resources used 
in the report. Use the MLA resources provided on the MG252 library website. Instructor requires you to include 
the URLs in the Works Cited entries for internet sources. 


 
Note: In speaking or writing, plagiarism is the act of passing someone else's work off as one's own and is 
considered a violation of the academic honesty policy and will be handled accordingly. In addition, 
plagiarism is defined as using the essential style and manner of expression of a source as if it were one's 
own. Information that is not your own original information must be cited. Failure to cite your sources in 
this report will result in no credit on the assignment.  


 
Written Report Steps 


1. Determine the report purpose (inform) 
2. Identify the Factors (subtopics) 


A. Topics—You must use at least three main topics to divide your report information: Business 
Communication, Business Culture, Business Customs, Business Etiquette and Protocol, and 
Business Meetings and Negotiations. These will be formatted as side headings (Level 1) in the 
body of the report. Additional level headings may be used. (See the MLA guidelines for further 
details).  


 


Within the required topics you may also include information on building business relationships, 
business entertainment and dinners, business holidays, business dress, business cards, time and 
space factors, body language, values, etc.  


 


Other information may be included as long as you show how it relates to doing business in that 
country. Information may include: Time, Weights and Measures; money, banking and 
international finance; trade agreements or legal issues that may affect your business; economic 
issues that may affect the business; religious aspects that affect business. 


3. Gather the information (research 
A. Required research items from the MG252 Library website 


i. One Print Reference Book 
ii. One Online Reference 


iii. One Website 
iv. One other research item from the MG252 Library website 


B. Other Credible research items 
4. Interpret the information (factual information) 


A. Maintain a judicial attitude 
B. Consult with others 
C. Test your interpretations 
D. Use statistical analysis for quantitative data 


5. Organize the material (logical order, use of subtopics and/or divisions, outlining) 
A. Prepare an outline, use topic headings 


i. Headings should have concise words and parallel construction 
6. Plan the Report’s Components and Style—determine anticipated audience, decide on the makeup of the 


report, plan the style (use MLA report style). Review the MLA Style guides from the MG252 Library 
resource website. 
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7. Write the appropriate parts 
 


 Report Introduction 
o Origin of the Report—authorization statement: when, how and by whom the 


report was authorized 
o Problem and Purpose—problem: a description of the situation that prompted the 


investigation;  purpose: conveys the goal of the investigation 
o Scope—boundaries of the investigation 
o Sources and Methods of Collecting Information—how you collected the 


information 
o Report Preview—tells how the body is organized 


Note:  Refer to textbook pages 407-410 for further detail about the report introduction, as 
well as the Sample MLA Report on Moodle. 
 


 Report Body (should be at least four full pages but no more than six). 
o Topics and subtopics 


Format of Side Headings:  
Level 1 –bold, flush left 
Level 2—italic, flush left 


o Write in the indirect order:  Introduction, Body, Ending 
o Use impersonal style: no I's, We's, or You's; write in the 3rd person. 
o Maintain consistency with time. 
o Use transitions between sentences and between paragraphs. 
o Maintain interest 


 Avoid clichés and abstract language. 
 Bring the information to life by using concrete words and active-voice 


verbs as much as possible. 
 Keep your wording efficient. 


Note:  Refer to textbook page 410, textbook Appendix E, MLA style guidelines on instructor 
handout and on the MG252 Kent Library website, as well as the Sample MLA Report on 
Moodle.  
 


 Report Ending 
o Summary, Conclusion, and/or Recommendations 


Note:  Refer to textbook pages 411-12 for further detail about the ending of the report. 
 


 Works Cited 
Note:  Refer to MLA guidelines on instructor handout and on the MG252 Kent Library 
website; as well as the Sample MLA Report on Moodle. 


 
8. Proofread, Revise, and Edit 


 
9. Prepare the Final Report 


 Written report pages should be stapled in correct order and placed in your folder. 


 Include your evaluation sheet for both the written report and oral presentation in your folder. 
Make sure your name and the name of your country are included. 


 Upload your written report to Moodle by the designated due date and time. 


 Submit the folder to the instructor by the designated due date and time. 
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General Guidelines for MLA Style 


 Double-space the text of your paper. 


o Be aware of the default line spacing in Microsoft Word. You will need to select the no spacing style, 
and then set the line spacing for double space. 


 Use MS Word Calibri 11 pt. font for the body of the report. 


 Leave only one space after periods or other punctuation marks.  


 Set the margins of your document to 1 inch on all sides. Do not use right justify alignment. 


 Indent the first line of paragraphs one half-inch from the left margin.  


 There must be at least two lines of text in a paragraph at the bottom of a page and at least two lines of text in 
a paragraph at the top of the next page. (Avoid widows and orphans) 


 To indicate short quotations (fewer than four typed lines of prose or three lines of verse) in your text, enclose 
the quotation within double quotation marks. Provide the author and specific page citation in the text, and 
include a complete reference on the Works Cited page. Punctuation marks such as periods, commas, and 
semicolons should appear after the parenthetical citation. 


Formatting the First Page of Your Paper 


 Do not make a title page for your paper unless specifically requested. 


 In the upper left-hand corner of the first page, list your name, your instructor's name, the course, and the 
date. Again, be sure to use double-spaced text. 


 Double space again and center the title. Do not underline, italicize, or "place your title in quotation marks;" 
write the title in Title Case (standard capitalization), not in all CAPITAL LETTERS. 


 Double space between the title and the first line of the text. 


 Create a header in the upper right-hand corner that includes your last name, followed by a space with a page 
number; number all pages consecutively with Arabic numerals (1, 2, 3, 4, etc.), one-half inch from the top and 
flush with the right margin. Key your last name before the page number, and do not use "p" before the 
number. 


Basic Rules for the Works Cited Page 


 Begin your Works Cited page on a separate page at the end of your research paper. It should have the 
same one-inch margins and last name, page number header as the rest of your paper. 


 Label the page Works Cited (do not italicize the words Works Cited or put them in quotation marks) and 
center the words Works Cited at the top of the page. 


 Double space all citations, but do not skip spaces between entries. 
 Indent the second and subsequent lines of citations one-half inch so that you create a hanging indent. 
 List page numbers of sources efficiently, when needed. If you refer to a journal article that appeared on 


pages 225 through 250, list the page numbers on your Works Cited page as 225-50. 
 Capitalize each word in the titles of articles, books, etc., but do not capitalize articles (the, an), 


prepositions, or conjunctions unless one is the first word of the title or subtitle: Gone with the Wind, The 
Art of War, There Is Nothing Left to Lose. 


 For every entry, you must determine the Medium of Publication. Most entries will likely be listed as Print 
or Web sources, but other possibilities may include Film, CD-ROM, or DVD. 


 URL’s are required for online sources. Include them in <angle brackets> after the entry and end with a 
period. For long URLs, break lines only at slashes. 
 


Note:  For more detailed information, consult the MG252 Kent Library website. 
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Oral Report Presentation 
You will prepare and present your country information using MS PowerPoint as the delivery tool. The PowerPoint 
presentation must be uploaded to the course website by the designated due date and time. Audience will critique 
the presentations using a form provided by the instructor. Participation points will be given for proper completion 
of the form. 
1) PowerPoint Presentation Requirements 


a) Title slide—presentation title, presenter’s name, date, and any other appropriate information. 


b) Overview slide--a listing of the points you plan to cover—like a road map of what is to come 


c) Content slides--Select the most important and interesting information (You do not have to include every 


detail from the written report).  


d) Graphics (clip-art, pictures, shapes, etc.) to supplement and enhance the presentation 


i) A map of your country is required 


e) At least one use of SmartArt to supplement and enhance the presentation 


f) At least one use of a table, chart, or graph to supplement and enhance the presentation 


g) Conclusion slide 


h) Use slide transitions 


i) Use slide animations where appropriate to enhance the presentation 


j) No Works Cited slide is required  


k) Ask for questions from the audience. (refer to scoring guide on how to handle the questions) 


l) Print Handouts—six slides per page required for submission to instructor 


2) Time Requirement—Four to five minutes (penalty for under or over the time requirement). Note 1:  Audience 


questions are not part of the time. Note 2:  If you reach 6 minutes you will be asked to end your presentation 


immediately. 


3) Attire:  Business Dress is required 


4) Ask another student to advance the slides for you so you can focus on the delivery of your speech. 


***Rehearse your presentation before presenting in class. Refer to the information in the textbook regarding oral 


presentations as well as other information available on the course website. 


Suggestions for PowerPoint Presentations 


 Follow the 6 by 6 rule for text on slides (no more than 6 lines of text and no more than 6 words per line) 


 Do not use full, complete sentences and definitely no slides of solid text.  


 The font should be large and easy to read; no fancy script-type fonts. All text should be 24 point or larger.  


 Use spacing between the lines of the slides 


 Limit each slide to one idea or concept 


 Use a variety of slide layouts 


 Use (white) empty space effectively 


 Choose background and font colors carefully. Refer to guidelines and tips that were discussed in previous 


class sessions. Use PowerPoint’s built-in color schemes. 


 Use bold and italics sparingly 


 Use borders, pointers and boxes to highlight important information 


 Use appropriate transitions 


 Use appropriate animations 


 K. I. S.—Keep It Simple 


 C. C. C.—Clutter Creates Confusion 
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**Remember that your PowerPoint/Oral Presentation is a summary of your written report. Do Not Read the 
written report word for word. You may not be able to include every piece of information in your oral presentation 
because of the time factor. 
 
 
Delivery Tips 


 Attention Gaining Beginning 


 Brief Presentation Overview 


 Use transition words and sentences to lead the audience from one topic to another. 


 Maintain eye contact with audience. Do not “talk to or read from” the slides. 


 Use appropriate gestures to reinforce important ideas 


 Voice:  quality, speed, pitch, volume, emphasis 


 Display interest and enthusiasm 


 Remember to ask for questions from the audience at the end of the presentation. 


 Stay within the time frame established by the instructor 


 Business Dress 


 Rehearse, Rehearse, Rehearse 


Note:  Review the Oral Presentations Techniques handout (instructor distributed a print copy and a copy is 


available on Moodle) as well as the techniques presented in Chapter 16. 


 


Techniques for Responding to Questions 


 Repeat or paraphrase the question 


 Adequately answer the question, or respond appropriately with “I don’t know”….. 
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