Requirements & Writing Guidelines
Leadership Communication Development Plan

MM 540 Essentials of Business Writing 

Overview

Consider this plan an assignment from your HR Director in preparation for your annual review. Let’s say that your organization has undertaken an initiative to boost leadership at every level. All employees have been asked to assess their current leadership communication skills as objectively as possible in order to identify their strengths and weaknesses. Everyone’s performance review requires the development of an action plan for improving these skills. Prior to meeting with the HR Director, you have been asked to submit a report detailing your leadership communication development plan. In terms of writing style and tone:

· Convey honesty, confidence, precision, and professionalism in your tone. 

· Avoid sounding academic – be businesslike. 

· Feel free to inject creativity or humor appropriately to season your writing and provide insight into your personality. 

· Use the active voice and lively words. 

· Avoid using nouns when verbs can be used instead (e.g., instead of writing “demonstration of…,” use “demonstrate…”). 

· Rewrite as needed to strip out redundancies, jargon, slang, and unnecessary flab.

· Unlike much of the writing you are asked to do, this report is all about you, so don’t flinch when it comes to using “I” and “me.”

Required Elements

Your report will consist of the elements described below (page lengths indicated only as a general guide – while each of the “front” materials should start on a new page, you do not need to start a new page with each section of the body of your report):

· Transmittal Memo – 1 page

· Title Page – 1 page (spaced to balance)

· Table of Contents – 1 page (spaced to balance)

· Executive Summary – 1 page

· Introduction – 1-2 pages

· Leadership Communication Plan – 3-4 pages

· Conclusion – 1 page

· Action Plan (Appendix) – variable length (1-2 pages)
Transmittal Memo. Draft a one-page memo directed to the HR Director providing a concise overview of your plan’s contents. The memo should follow standard business protocols (single-spaced, conventional header). Remember to provide contact information for follow-up questions and close with grace.

Title Page. The title page should include a title for your plan that reflects your goals, along with your name and the date. You may include an appropriate graphic to illustrate your title if you wish.

Table of Contents. List each section heading as it appears in your paper and include its page number. List subheadings, if included, in the order in which they appear. Review your notes from the text regarding headings and apply what you’ve learned to your report. List Appendix A after all of the other items. Be sure that the table looks balanced on the page and that your page numbers are correct.
Executive Summary. Provide an overview of your plan. Briefly describe the methodology you used to develop it (i.e., the checklist and worksheets), your leadership communication goals in general, and the approach you intend to follow in order to achieve your goals. This should be one page or so. Keep in mind that this summary should be able to “stand in” for the entire report, so be sure you provide enough information to make it understandable to any executive with whom the HR director may wish to share it.

Introduction. This section should offer a reflection on what you discovered in reviewing the Checklist of Overall Leadership Communication Ability and completing Part 1 of the plan development process. It should serve as a general overview of your strengths and weaknesses in leadership communication. Do not detail your current skills on a blow by blow basis: just hit the highlights of what you learned as you completed Part 1 of the process. Use subheadings as appropriate to organize your narrative. This section will probably be between 1-2 pages long.

Leadership Communication Plan. This is the main body of the report where you will describe your goals and how you intend to reach them. This is the “so what?” of the report. Be sure you address the most important elements covered in Part 2 and hit the highlights of your action plan from Part 3. Use subheadings as appropriate to organize your narrative. This section will probably be about 3-4 pages long.

Conclusion. Close your plan with some reflections on your ability, desire, and/or willingness to carry it out. What did you learn about yourself as you developed your plan? What might it mean for you, your organization, or your career to achieve your goals? In what ways would you grow and evolve as a person and a professional in striving to achieve them? Keep your comments grounded in the plan itself in order to keep your argument logical. After all, flying off on some new tangent would undermine executive confidence in your ability to perform at a higher level. Close strong; return to key points from your introduction if appropriate. This section will probably be about one page in length.

Action Plan. Include a table illustrating the plan you developed by completing the worksheet for Part 3. This should be attached to your report as an appendix. While there is no maximum number of goals set, you should have at least one goal related to each of the three ability areas contained in the Checklist (Core, Managerial, and Corporate). Every goal should be addressed by at least two action steps. Be sure to express each goal in a complete sentence, such as, “Improve my public speaking skills.” Be sure that your action steps include measurable outcomes. This table should be single-spaced and well formatted. If you use bullets, be sure that everything you bullet is written in parallel structure and that you adjust the tab settings proportionally to reflect the size of the cells (i.e., a one-and-a-half-inch wide column has the bullets set at one-eighth inch, not at one-half inch). Your attention to detail will not be lost on executives who may be considering you for promotion.

Writing Guidelines

Mechanics. Your plan is a reflection of you. For this performance review to go well, you need to put your best effort into your plan. Proofread and spell check a hard copy of each draft carefully. Make sure you have punctuated adequately and correctly – don’t be afraid of using commas, as long as you put them where they can do the most good!

Formatting. With the exception of the title page and table of contents, all writing should be single-spaced and left justified. 

· Draft your plan with one inch margins in a font equivalent to 12-point Times New Roman. 

· Use a block layout with an extra line between paragraphs and no indentation for the first line of new paragraphs. 

· Be careful not to leave “widows,” (headings or one line paragraphs hanging at the bottom of a page with no visible means of support).

Headers and Footers. Presentation is important. Take this opportunity to learn how to use headers and footers correctly.

· Your plan should have a running header with your name in the upper right hand corner. 

· It should also have a running footer with your plan title in the lower left hand corner and the page number in the lower right hand corner. 

· The header and footer should not appear on the memo, title page, table of contents, or appendix. 

· The appendix (Appendix A) should have its own footer with page numbers introduced by A-# where # represents the page number of your action plan, not your overall evaluation. Instructions for achieving this effect will be provided online and in class.

Report Submission. A printed copy of your report is due by 5:00 p.m. on the date specified in the course syllabus in my office, LIB 321, or at the Medford campus office. Points may be deducted for late submissions.
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