RE:

Consulting chalenge: Business Trend memo

You are a consultant at TTROJAN&ARITZ, Inc. (TTA, Inc.), a global consulting firm headquartered in Los Angeles. You have been hired to research significant business trends in post-pandemic world and to persuade and recommend your client to take specific actions in response to it.

TREND AND AUDIENCE

Select a significant current trend for the focus of your research—either a business trend per se or a more general societal trend affecting the business world. I always recommend choosing a trend that affects the industry you want to work in. The audience is up to you—you can write to members of a particular industry or profession, or company executives interested in long term planning. Whatever audience you choose, however, make sure your choice is clear in your memo.

TASK

Your job here is to define the trend, place it in context, substantiate its existence, establish its significance to the business community and more specifically to your audience, and provide one or more recommendations to your audience as to how they can best leverage the trend. The recommendations you offer should be specific, realistic, and actionable. Your goal is both to inform the audience about the trend and to persuade them to take the steps you recommend—to sell your recommendations to them.

Before you begin writing, analyze the trend carefully and determine which aspects of it are likely to affect your audience. Then construct arguments that link the trend to your advice. Why should anyone be interested in this trend? Will it really affect your audience? How can they take advantage of it or make sure they aren’t adversely affected by it? What arguments will work with this audience?

Common pitfalls in this assignment are:

·
to pick trends that are too broad to cover in the space available

·
to offer advice that is disconnected from the trend

·
to offer advice that is too general to be actionable

·
to offer advice the audience is already following to hyperbolize the trend’s probable impact

Be careful to avoid these mistakes.  Make sure your memo is balanced; at least 40% of your memo (up to 60%) should be spent on recommendations.

EVALUATION

Along with all the criteria of good business writing we’ve been developing, your memo’s quality depends on the following factors:

· how clearly you explain the trend;
· how convincingly you substantiate it;
· how relevant the trend is to your audience;
· how clear your recommendations are;
· how appropriate your recommendations are to your audience (specific, realistic, actionable)

· how persuasively you “sell” your recommendations to your audience;
· how well your graphics explain, clarify, and persuade;
· how effective your layout is. 

For example, if you have no headings, the reader is not helped much. These memos should be able to read quickly.

SPECIFICS

Length:  Three to four single-spaced pages (single spaced between lines, double spaced between paragraphs) in standard memo format. Do not exceed four pages
Graphics: Incorporate whatever graphics you feel will help the reader understand your points       and assimilate them easily and efficiently. You must include at least one graphic.

Sources: This assignment requires research as well as analysis. You must use at least six different sources; at least two of these must be from the last two year years. Document your sources                    accurately and appropriately throughout your memo using APA format. You can use end notes or in text parenthetical referencing format and you must include a separate bibliography page at the end. The bibliography page does not count towards page requirement. 
