COMM1017: Short Recommendation Report, Assignment4
Professor Chris P. Kubas, CRN82656

Worth:10%of final grade
Due:Before Mon., June 19, 2017, 6:45 p.m. E.D.T. – by e-mail
Instructions:
· There is only one topic: Write a short (informal) recommendation report using memo style. You must complete this assignment on your own, using your own words; it’s not a team assignment nor can anyone help you.You CANNOT use any writing software, e.g., Grammarly.
· Make the document two-to-three full pages. Use block, flush leftlayout.
· You’ll be graded on: content, layout∕format (memo fields [To:, From:, etc.], subject/Re: line, etc., headings, line spacing, margins, boldface, etc.), grammar∕spelling∕language use, creative details, and degree of achieving the objective.

· Before writing, step back, read the background, and think: P.A.M.!Also, review my comments on your graded Routine Letter and Negative/ Persuasive Letter Assignments.FINALLY, be sure to look at the Lesson 10 slide deck (posted to Blackboard) and read the sample recommendation report/template carefully. Understand what it does and how the ideas are expressed.
___________

Topic for Short Report: Next Page
(Topic:Recommend Changes to George Brown’s Continuing Studies (Night School)
You’re– for real – a student enrolled in George Brown College’s (G.B.C.) Continuing Studies (night school). As such, you’ve likely noticed some problems that can be improved upon. Some might be:

· Courses too expensive;

· Textbooks too expensive or not useful;

· Some pre-requisite or mandatory courses are boring;

· Class begins too early in the evening/ends too late;

· Too many classes (sometimes for 14 weeks);

· Too many courses needed to qualify for a certificate;

· Courses too difficult/not challenging enough;

· Quality of teachers is inconsistent (poor?);

· Not enough student support – by school or teachers;

· Too much homework/(not enough?)
· Technology problems – e.g., Wi-Fi, G.B.C. software, etc.

· Getting to school/transit/parking, etc.
Your Task for This Report:Based upon your personal experienceas a Continuing Studies student at George Brown College, pick three-to-four problem areasthat mean the most to you, and write recommendations for the college that will fix or improve them. Your report should be two-to-three pages long – using the sample report template.
You MUST distinguish between your experiences, opinions, and facts. Be specific: Mention the certificate which you’re pursuing, and name the courses with which you’ve identified problems. Go into some detail about each problem; describe your personal experiences, incl. how it made you feel. Also, be detailed about your proposed (recommended) solutions: One or two sentences won’t cut it. And, if you did recommend solutions to someone at G.B.C., mention the result.
You are the From:; Professor Kubas is the To:. He’ll represent George Brown College. What you write I’ll keep completely confidential. Only I will see it.
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