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1- Characteristics of a Long Report:

The following sections explain some of the key elements in a long report.
A - Scope

A long report is a major study that provides an in-depth view of a key
problem or idea. For example, a long report written for a course assignment
may be 8 to 20 pages long; a report for a business or industry may be that
long or, more likely, much longer, depending on the scope of the subject. The
implications of a long report are wide ranging for a business—relocating a

facility, retraining employees, adding a new line of products or services, or
upgrading its technology.
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B - Research

A long, comprehensive report requires much more extensive research than a
short report does. Information can be gathered over time from primary and
secondary research—Internet searches, listservs, books, articles, government
documents, laboratory experiments, on-site visits and tests, conferences with
your boss and coworkers, interviews, and the writer’s own observations. For a
course report, you will have to do a great deal of research and possibly
interviewing to track down relevant background information and to discover
what experts have said about the subject and what they propose should be
suggested or have even done.
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C - Format

A long report is too detailed and complex to be adequately organized in a
memo or letter format. The product of thorough research and analysis, the
long report gives readers detailed discussions and interpretations of large
guantities of data. To present the information in a logical and orderly fashion,
the long report contains various parts, sections, headings, subheadings,
documentation, and supplements (appendices) that would never be included
in a short report. also gives readers a variety of visuals, including charts, a
graph, and even a multicultural calendar.
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D - Timetable

A long report is generally commissioned by a company or an agency to
explore with extensive documentation a subject involving personnel,
locations, technology, costs, safety, or the environment. Many times a long
report is required by law— for example, investigating the feasibility of a
project that will affect the ecosystem. When you prepare a long report for a
class project, select a topic that really interests you and/or the collaborative
group you are a part of, because you will spend a good portion of the term

working on it.
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E - Audience

The audience for a long report usually consists of individuals in the top
levels of management—presidents, vice presidents, superintendents,
directors, heads of departments—who make executive, financial, and
organizational decisions. These individuals are responsible for long-range
planning, or seeing the big picture, so to speak.
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F - Collaborative Effort

The long report in the world of business may not be the work of one
employee. Rather, it may be a collaborative effort—the product of a
committee or a group. Your instructor may ask you to work in a group (or
alone) in preparing your long report. The group should estimate a
realistic time necessary to complete the various stages of the work—
when drafts are due or when editing must be concluded, for example. A
project schedule based on that estimate should then be prepared.
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2- The Process of Writing a Long Report:

Because your work will be spread over many weeks, you need to see your
report not as a series of static or isolated tasks but as an evolving project.
The following guidelines will also help you plan and write a long report.

1. Identify a significant topic.

2. Conduct research.

3. Expect to confer regularly with your supervisor(s) and/or team members.
4. Revise your work often.

5. Keep the order flexible at first.

6. Prepare both a day-to-day calendar and a checklist.
.
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3- Parts of a Long Report:

A long report may include some or all of the following 12 parts, which form
three categories: front matter (letter of transmittal, title page, abstract,
table of contents, list of illustrations), report text (introduction, body,
conclusion, recommendations), and back matter (glossary, references cited,
any appendices).
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A- Front Matter

As the name implies, the front matter of a long report consists of everything
that precedes the actual text of the report. Such elements introduce,
explain, and summarize to help the reader locate various parts of the report.

Use lowercase Roman numerals for front matter page numbers, not Arabic
numbers.

1- Letter of Transmittal

This three- or four-paragraph (usually only one-page) letter states the
purpose, scope, and major recommendation of the report. It highlights the
main points of the report that will most interest your readers.
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2- Title Page

Find out what your boss or instructor prefers. Basically, your title page
should contain the full title of your report and how you have restricted it in
time, space, or method. Avoid titles that are vague, too short, or too long.
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3- Abstract

An abstract summarizes your report. It is usually only one paragraph long
and can be included in different parts of your report—on the title page,
on a separate page, or even on the first page of the report. But the
abstract should always be in the front of the report so readers can find it
easily. The abstract may be the most important part of your report. Not
every member of your audience will read your entire report, but almost
every one of them will study the abstract.
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4- Table of Contents

The table of contents lists the major headings and subheadings of your report
and tells readers on which pages they can be found. Essentially, a table of
contents shows how you organized your report and emerges from many
outlines and drafts. The items on those outlines frequently expand, shrink,
combine, and can be moved around until you decide on the formal divisions
and subdivisions of your report.

5- List of Illustrations

This list contains the titles for all of the visuals and indicates where they can
be found in your long report.
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B- Text of the Report

The text of a long report is made up of an introduction, the body,
conclusions, and sometimes recommendations.

1- Introduction

The introduction may constitute as much as 10 or 15 percent of your report,
but it should not be any longer. The introduction is essential because it tells
readers why your report was written and thus helps them understand and

interpret everything that follows. Avoid putting your findings, conclusions,
or recommendations in your introduction.
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Do not regard the introduction as one undivided block of information. It
includes related parts, which should be labeled with subheadings. Here are
the types of information to include in your introduction.

1. Background.

2. Problem.

3. Purpose statement.
4. Scope.
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2- Body

This section, also called the discussion, is the longest, possibly making up as much
as 70 percent of your report. The body contains statistical information, details about
the environment, and physical descriptions, as well as the various interpretations
and comments of authorities whose work you consulted as part of your research.

The body of your report

m be carefully organized to reveal a coherent and well-defined plan

m separate material into meaningful parts to identify the major issues
m clearly relate the parts to each other

m use headings to help your reader(s) identify major sections more quickly
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3- Conclusion(s)

The conclusion should tie everything together for readers by presenting the
findings of your report. For a research report based on a study of sources
located through various reference searches, the conclusion should
summarize the main viewpoints of the authorities whose works you have
cited. For a marketing report done for a business or organization, you must
spell out the implications of your research for readers in terms of costs,
personnel, products, location, and so forth.
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Regardless of the type of research you do, your conclusions should do the
following:

m be based on the information and documentation in the body of the
report

m corroborate the evidence/information you gave in the body of your
report

m grow out of the work you describe in the body of the report

m keep to the areas that your report covers, and not stay into areas it did
not
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4- Recommendations

The recommendation(s) section tells readers what should be done about
the findings recorded in the conclusion. Your recommendation tells readers
how you want them to solve the problem your report has focused on.
Readers will expect you to advise them on a specific course of action—
what new technology to purchase, when and where to expand a market,

how to improve and safeguard a web presence, or who to recruit, hire,
train, and retain for your company.
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C- Back Matter

Included in the back matter of the report are all of the supporting data
that, if included in the text of the report, would bog the reader down in
details and cloud the main points the report makes.

1- Glossary

The glossary is an alphabetical list of the specialized vocabulary used in a
long report and the definitions. A glossary might be unnecessary if your
report does not use a highly technical vocabulary.
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2- References Cited

Any sources cited in your report—websites, books, articles, television
programs, interviews, reviews, blogs, audiovisuals—are usually listed in this
section.

3- Appendix

An appendix contains supporting materials for the report—tables and charts
too long to include in the discussion, sample questionnaires, budgets and cost
estimates, correspondence about the preparation of the report, case histories,
transcripts of telephone conversations, copies of relevant letters and
documents upon which the report is based, etc.
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4-Documenting Sources:

Documentation is at the heart of all the research you will do on the job. To
document means to furnish readers with information about the print and
electronic sources, as well as interviews, you have used for the factual
support of your statements, including books, journals, newspapers,
manuals, government and corporate reports, websites, and other resources
such as blogs, site visits, or surveys. Documentation is an important
component of any long report for at least three reasons.
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1. It demonstrates that you have done your homework by consulting experts
on the subject and are relying on the most current and authoritative sources

to build your case persuasively.
2. It gives proper credit to those sources.

3. It informs readers about specific books, articles, or websites you used so
they can find your source and verify your facts or quotations.
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- The Ethics of Documentation: What Must Be Cited

To ensure that your report avoids any type of plagiarism and maintains
high ethical standards, follow these guidelines:

m If you use a source and take something from it, document it.

m Stay away from patch working—using bits and pieces of information and
passing them off as your own—which is also an act of plagiarism.

m If any opinions, interpretations, and conclusions expressed verbally or in
writing are not your own you must document them.

m Even if you do not use an author’s exact words but still get an idea,
concept, or point of view from a source, still document that work in your
report.
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m Never alter any original material to have it suit your argument.

m If you use statistical data you have not compiled yourself, document
them.

m Always document any visuals—photographs, graphs, tables, charts,
images downloaded from the Internet.

m Never submit the same research paper for one course that you wrote
for another course without first obtaining permission from the second
Instructor.

m Do not delete an author’s name when you are citing or forwarding an
Internet document. You are obligated to give the Internet author full
credit.
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- What Does Not Need to Be Cited

Be careful not to distract readers with unnecessary citations. That only
demonstrates your lack of understanding of the documentation process

and can undercut the professionalism of your report. There is no need to
cite the following:

m Common-knowledge scientific facts and formulas.
m Readily available geographical data.
m Well-known dates.
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m Factual historical information,
m Proverbs from folklore,

m Well-known quotations,

m The Bible, Koran,

m Classic literary works,
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- Parenthetical Documentation

Two frequently used systems of parenthetical documentation are found in
the MLA Handbook for Writers of Research Papers and the Publication
Manual of the American Psychological Association. The Modern Language
Association (MLA) system is used primarily in the humanities and other
related disciplines; the APA system is used in psychology, nursing and allied
health disciplines, the social sciences, and in some business and
technological fields. Both MLA and APA use parenthetical, or in-text,
documentation. That is, the writer tells readers directly in the text of the

paper, at the moment the acknowledgment is necessary, what reference is
being cited.
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- Works Cited or Reference Pages

Whether you follow MLA or APA, you will need to list your sources at the
end of your report, on a new page, under the title of “Works Cited” or
“References” at the top and then arrange the list alphabetically by authors’
last names (except when no author is listed). But, as Table 9.1 points out,
there are major differences between MLA and APA guidelines on the
placement of information, punctuation, the use of italics and quotation
marks, and capitalization.



TABLE 9.1
References List
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Basic DMifferences Berween Preparing an MLA Works Cited List and APA

Awtbor

Taele

MT.A

= List anthor’s last name frse, fol-
lowred by a comma, amnd then frst
mname amnd (3 applicable} maddle
marme o nstal.

= For two or three authors, tovert
only the first anthor™s name (e.g..
Somth, John, and Jo=e Alvarez), and
comnmect the last rero sathors” names
by and.

= Fos meoere than three avthors, e
mast the fAirst author hsted on the
work {Smith, John) and add ez afl.
(T and others™), or you can prowide
all mames in full in the ordes in
which they appear on the ttle page
or byline.

= Ialicaze the full ttle of the ook,

newspapern, o Jouwrnalmagarine,

including any subtiddes.

= Capisalize all words in the eatle

except for prepositions and articles

unless the book or joarmal begins

writh one of these

= Tieles of artacles in joarmals,

newspapeers, amd magarines are set m

doables guotatson marks.

= Capitahze all words in the joormald
Faip i wcle vile

except for prepositions and articles.

APA

= List author's last name farss,
Followed by a commma, aomd
then cite omdy the firss insesal
and muddle imnal (if kbeowsm)
= For mmlaple authors, in-
were all anthors” mames, amdl
separate the last tero mames
with an ampersand (&).

= For oxore than seven
aunthors, mvert the first six
anthors” mames, insere an
ellzpsas (...) and then lzse
the mame of the last aashor
(also imverted).

= Place the date of publica-
tiom in parentheses imome-
diately after the avthor’s or
anthors” mames. Then add a
period after the parens

= For a book, italicize the
Full tele and capitalzre cnly
the fir=t word of the title
[and al=o capitalize proper
names) If there s a subtitle,
place it after the main atle,
wrhich is followed by a co—
lomn, and capstalize only the
first word of the subtitle

= For newspapers, joarnalks
or magarines, malicize

the full tatle; caprtalare all
words in the gtle except for
prepositsns and articles.

= Titles of artacles in
newspapers, jowrnals, and
magarines shouald not be an
guosation marks.

= Capatahze only the first
word of the article ttle
(even if it is a prepositiomn)
and any proper nouans.
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Mrurmlrers

Prblcatsom

Wf& gﬁ‘ms
(relrmtes, blogs,
=t )

Personal

Imterveenw

MIA

= For articles, cite the volume and
the izmoe mamber {separated by a
perod], followed by the year in
parentheses—52.1 [(2012) for news-
papers and magarines, nse only the
date —1ZF Ang. 2010. Then inchade
page mombers —31—100-without a
“p" or “pp."

= For books, give the city of pub-
beatiomn, followed by the twro-letter
abbreviztoon for the stat=. Then,
after a colon, the pubhsher’s name
followed by 2 comma, the year of
publicanon, and a peruod.

= Include the publicatson mednem
for all entnes (e.g., Print, Weh,
PI}E, £tic.) at the end of the pubbica-
oon informaton.

= YWou do not need wo inchade
URILs. But indscate the web=size
name, sponsar or publisher, date
of publication, and medium of
pul:l].i.c:.ii.un, follomwred |:|}- the date

of access.

= Provide the name of the person
miterviewed (last name first), fol-
lowed by the type of interview that
was conducted and the date of the

ImtErview.

APA

Put the volume mamber

of the jouwrmalfmagarine

(1 iahcs) wath the issue

mamber {not 10 stalics) in
parentheses immediately
following. Then, msert a
comma and mcluwde page
mambers — I3), 87102

= For books, provide the
city and two-letter ab-
brevaation for the state, and
then incherde the publisher’s
name after a colon, for
example, Detroit, MI:
Megal're=s.

= Insert LR L= in place
of page numbers with the
following designation:
Retrievwed from {and then
Est the TTRL).

Interviews, conversatiomns,
and presentatiomns are mok
inchaded in &4 PA reference
Ests, bt you muse seill cite
them wrthin your paper.
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5- A Model Long Report:

The following long report in Figure 9.2 was written by a senior training
specialist, Terri Smith Ruckel, and her staff for the vice president of human
resources, who had commissioned it. As often happens in the world of
work, only Ruckel’s name as the senior member or head of a department
appears on the report. The main task facing Ruckel and her collaborative
team was to demonstrate what RPM Technologies should do recruit and
retain multinational workers and thus promote diversity in the workplace.
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She gathered relevant data from both primary research (interviews,
direct observations, site visits, and tests) and secondary research
(consulting and commenting at times on sources already available, such
as books, websites, journal articles, reference works, government
documents, and even in-house publications from newspapers and
company reports on the RPM intranet).
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Figure 9.2 contains all the parts of a long report discussed in this
chapter except a glossary and an appendix. Intended for a decision
maker interested in learning more about the problems multinational
workers face, the report does not contain the technical terms and data

that would require a glossary or an appendix.
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Figure 9.2 A Lomg Repgort
.
Abstract
This report investigates how U.5. businesses such as RPM must E.ﬂn 1 competitive
advantage in today’s global marketplace by recruiting and retaining a multinational
. work force. This carrent wave of immigrants 1s in great demand for their technical oGS
Adapting the RPM Workplace y B : informatie
Tade pog for Multinational Employees skills and economic tres to their homeland. Yet many comparues like ours still oper- R
5 coreiid WU IR H
formoted and ate by policies designed for native speakers of English. Instead, we need to adapt s ates punos
RPMs company policies and workplace environment to meet tht cultural, religious, frepan
- social, and communication needs of these multinational workers. To do this, we nesd it L
uriter andjab Terri Smith Ruckel to promote cultural sensitivity training, both for multinationals and employees who ‘; M Jor
Senior Training Specialist are native speakers of English. Additionally, as other U.5. firms have done, RPM o
______ IR RPM Technologies . - : e - . . .
o should adapt vacation schedules and daycare facilities for an increasing muln-
' cultural work force. [qua]]» Impartant, RPM needs to ensure , either through trans-
lations or plam-English versions, that all documents can be :.151[1.' understood by Lises helpfl
Prepared for trarstiong
_ multnational workers. RPM might also offer non-native 5]Jc.1]-im of English in- o
s e el house anguage instruction while providing foreign language traiing for empl o
=g Vice President, Human Resources DS angu;gflni ruction while providing oreign language training for employees Addtiond "
who are native speakers of English, £ aualy
Kb J'.I i
. May 5, 2010

e 10 e ko A0 Flighs Cmeremd. ey So e copied, Scomned, o S b sk o G I e 0 e - i, S D sty Sy e s (S e R Sk w

< e ———————————————————————
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Introduction

Backgroumd

The US. work force has been undesrgomg a remarkables revolusico. The
LI 5 Buarean of Labor Statistics predicts that by 20012 the labor force in the Timited
States wall compm=e 162 oullvon workers who st fill 167 mdhion jobs (2009).
Aocordmg wo the LS. Chamber of Commerce, a shortage of =killed workesrs s
sure to mmcrease even mors heavily in the futnre when many of the baby boomers

beegam eo retare™ (2010

The muose dramance effect of fAlling this labor shortage will be in hanng Breater
numbers of hig_hlv skalled muliinanonal employees, including those poimng
RPFh. 'Cu.rn:—n.l.'l} s of every bve computer :rcﬂah:u [and] ores of every =x
PETSOMs N enginesning or science occapations - . . is foreign borm” (Kaweshal 8¢
Fix, 2006). This new wave of itmmagranis wall make ap 37 percent of the labor force
by 2015 anmd conbnuoe to soar afterward. By 2025 the number of mtermational
ressdents in the [inited States vl mse from 26 mallion go 42 allion, according oo
the U5 Chamber of Commerce (20010} The Congressional Bodget Office
predicts thar “over the next decade net immigration will average betwresn
500,000 and 1.5 million peopls annually™ (200100 As Abewas (haincy apely putae,
“Ths mzed S-La.hz: iz becomang the most mulu:ull:u.rall\ diverse conntry m the
slobal sconomy™ (2010]).

The following commassroned report explores the ampact that thes new
multinzticnal work force will have on BEPM Technologies, and whar we muoase do
by recruit and to retain these workess.

Cifoedral fmorrpratdon

Unlike sarlier generations, today’s immagrands actively maintan tees wrth thear
natrve connitries. | hese mewr :ml:rl.'lg_;ranl_-; travel back and forth =o regularly they
hawve becomes global cittrens, exercsing an enormons mfluence on the success of
a business like BEPM. Five vears ago, ﬂ:mclaraphers Crane and Boar cdaimed,
“lmmagrateron [will] give Aomerica an economic edge in the global economy ..
most notably in the Silicon Walley and other high-tech centers. ["L-gun:- I reveals
the major echnic proups thar have immigrated to Mew York Ciry an juse 2009
alone. Th:'\. provide business contaces with other markets, enhancing [a
company 5] abaiy to rade and invest profimbly abroed ™ (2005 ).

Todlay s Mgl Teck fomomepramnts

Undeniably, many immigrants today often possess advanced levels of rechni-
cal expertizs. & report by the Kamser Foundarbon found that California’s Silicon
Walley had significanely benefited from the imumigrants who have armived wich
much needed techmecal trarmng. fman, Indian, Pakestan:, and Middle Easterm
sci=ntsts and engineers, who have relocated from a mumber of coumress, oo
hold more than 40 percent of the regron’s sechmacal pDSI.I:IEI.I’Ij I: [mmegrants
fand,”™ Z2o0o) ['-lgl.'lr\e- 2 indicates the leading countries of ormgm foor Silicon
Wallew"s immigrants imn 2309 and records the percentage for each mationaliey.

Percentage

Figure 1
Major Ethnic Grou
Immigrating to Mew Yok i 20400

S
[lnl ]

24%

O Hispamic — 36%: I Ezst Ssian — 38%:
[ East European — 15% H Indian —10%:
[ Caribb=an — 5%

Szaroe: Brow=, P. (2000, Fehroary ) History of L5 snmigratian

Figure 2
Immiigratican to Silicon Valley im 2009
BO
51
50
40
]
3
20
13
1o
a L]
3
=
Korea Japan B b= Pakistan India China
Ezst
Ll Eind the A in Cald in's Seliron Walllcy. (2000, Ma=ch

e — -\.-.uJI.,. [epe——— :|r_
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F

Informatinn technology (IT) employers are always emthusiastcally searchimg
for skilled intermational workers. Muralh Knshna Devarakonda, pressdent of the
Immigrants Support Metwork in Sillicon Valley, sztates why: "We contribate
stgnificantdy o the ressarch and developmen: of a company’s prodocts and
services” (personal communicatcmn, April 3, 20000

Preabilenr

EPM, bke other s-comparmes, 1= expenencing a cnbical talent shortage of IT
professionals, making the recruitment of a multinanonal work force a vital concern
for wms. Meeting the culmral and commumcation demands of these workers,
bowever, poses servous challenges for BPA. The waditional workplace has o be
transformed to respect the ways mulimatonal employees communicate abowat
business. Matve ]"__n.ﬂli.sh-spnak:inp, |:r|:|p|c|_1.'|:|:: will also have 1o be better J’!II’:FH.LI’I’:IJ
to nnderstand and oo ap-pn:i:ial:: their mitermanonal co-workers. L:n.l'cn.rl:u.luh:l}'..
many Corporats p-:ll.'il:i.:: amd FrogTams at BPM, and at other 115, I:h:h.l'l:lpi.l’l.'il:s as

well, have been created for mative-bom, English-speaking employees (Morales,
200% Reynolds, 3013). Rather than rewarding multmasional wrorkers, such policies

unintentonally punesh them.

Purfroce

The purpose of this report is to show that becanse of the need o increas= the
mumbers of mulbcultural employess m the sorkplace, BPM must adape its
b'luim“ :l.‘l'\.':ir\-cll.‘lmcl.‘ll: o I.-E'__mi': i.l.‘ll:l l.'l:-lﬂi.rl. rJ'Li5 C‘Esﬂnd—i] ind IJi"-'E'Is-ﬂ ]EI:EHI {Dr‘:ﬂ.

Hoope

This report explores cultwral diversicy in the current LS. workplace and
smggests ways for BPM w compets successfully in the global wmillage by providmg
|:|:_|1.ul -:-mplcl}'ml:nl: Dp_[r-\:vrh.l.n.i.ti:: for multnanonal wockers. ]JCI-.F.lﬂ so, we wall
foster cross-culnaral |i.L-:-:a|:'_\.-'.. ard :il.‘I'I.J'H.'\IDf‘\.'E traiJﬁngin intercaliural communbacation
at owr forme

Discussion

Prowiding Equal Workplace Opportunities
for Multinational Employeses
Agpresssve Recrawitorent af I'T Profecaonals froor Diverse Crltures

A mululingual work force is essential if RPM wants o compete in a cultarally
diverse H_]Dh.a] markes. But Grms such as BPM must be pEE'_"‘ﬂIEd L= aﬂarl.clr J'I:IDICI:iE]-
I'nnnﬂ_ j‘cﬂ.lcl.l:-; amd p-n:lcl:ﬂur:: b attract these multinational |:r|:|p-|c|1. Lt b-c-ﬁ".‘ll.‘ll.l‘l.ﬂ
writh r\ch:u.rlJ-u.n:ﬁ our recroitment and retension _[‘-:ll-:u:: Foutine wisits o LS.
T LS l:o-:\.' OO [ A recrarbers or :p-l:l:la]:l:l::d internmational recroiters” can ]1.-=-]p-
s to identify and to hire lnghly gualthed multinabnonal job candsdates {Hamlion,
2010

g

Moreover BPM should consider visiting umverstes abroad wnth distnguished
techmical programs o aiiract talented multinational l:mpl.cr_\':::. We should sncourags
students and recent graduates from these umrversities o apply for a 1-] visa to learn
maore abowt RPM throogh an miternship program here. S Cathenne Bolgar reported,
“Boeing went o Bussia for specialist software engineers it couldn’t find in the US."
{2007 b. These ssarches should be combined with artickes on owr wrebsites and executive
blogs v emphasize BPM's commitmen: i globaliranon. Lobbying more actvely 1o
merease the number of H1-B visas for skilled workers wall also help RPM. “In 2008
abone, 115 cumpani.e-s subenatted 16&3, 000 a.ppl:icatiuns for the 65,000 H1-B visa slots.
{_.n:n-uglg, for instance, JppL'ir:l] for 300 of them, but W were demed™ (Richzsl 200

Capitaliring on a diverse work force, RPM can more effectively increase s mula-
cultural customer base worldeide. Logically, customers buy from mdividuals they can
relate to cultarally. BPM mighe take a lead from Union Bank of Califormia, a basiness
that effectively serves a diverse West Croast population, especally s Asian and
Hispamic customers. The bank has a successful recraitment history of hinng employess
with language skills mn Hindi, Vietnamese, Korean, and Spanish. In face, Union Bank is
ranked fourth owverall as an employer of minoroes {Fmon Bank of Califforma, 2008).
Figure 3 below charts the increase m the percentage of multnational employees from
these language groups hired by Unron Bank over an B-year pernnod.

Another highly competitve business, Tharden Bestauranes, Inc, s=lected Richard
Rivera, a Hispanic, to serve as president of Bed Lobster, the nation’s largest full-sernce
s=afood chain. Ohversssing 680 restaurants nationwide, Rivera was the “most powerful
minority CEC in the restaurant industry™ (B, Jackson, personal communication,
Jammary 15, 20000
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Under Rivera's leadership, Red Lobseer established an tmpressive hiszory of himng
meore international employees—romling meore than 35 percent of des work force—ithan ac
had in previous years. Rivera believes that management cannot properly respond oo
custormeers from different sthnie badkgroands if the majority of its employees = limaced
o natve speakers of Enghsh. Many vop Fortume 500 companies, such as Ciscoo and Ingel,
can also daime thae 40% or more of thear wrork force s |:Dr.|1|_:lri5-c|:| of mulimatonals (< 1060
Best Companies,” 2010} Closer to BPM in S Lowis, Whitney Abernathy— manager of
Metshop, Inc —found that conraces from Indonesia increased by 17 percerm after she
hired Jakaria marrve Safja Jacoef {personal commumicanon, Apml 2, 2000).

Commatment to Frbmc Represemtntian

Many companiss today have strong mission statements on diversity and muoleina-
monal smployess in the workplace. The most progressive of these businesses— G E_
Amernican  furhnes, [BM, and Wal-Mar—promotes mulimatonals as menmors  and
i.rll.erprl’:l’_r_'l‘:. Rﬂd-k. "I._';f.l'l. i: I:Dl‘.rll.‘l'l.';l:l:ed L ﬂ]‘l-i.'t‘lusi.*c wcl'._k F‘I.IE‘.. h.-s E";E.I'l.': l:-rl'lpll:l:l.'l’:l’:
cultural network groups, mcduding the Hispanic Crganiranion for leadershrp and Adwo—
cacy, or HIOL A, which “helps all Hispanic emplovees reasch their full potennal while
developing a rewarding careser”™ {1 Careers ar Kodak ™ Z00E). Sach a proactive program.,
whech we maghe incorporate at BPM, recogmazes the leadershep abalinies of mulomassonall
employees. Moreover, “glass cetlings,.”™ which in the past have prevented women and
ethmic employess from moving up the corporate ladder, are being shartered. The recrme-
meent and promotion of non-natve speakers of English = wital for corporate soccess.
Tesfaye Aklilu, vice president az TInited Technologies, astately obssrves:

In a global business environmene, diversity 15 a business imperative. Dhversity of

I:I_'III:I_II.'ES_ ';l:ll':ls. p-l':r:[_"-e-l__li.'l'ﬂ., al.'ll:l '\.'-'I]II.EI ;.5 :"E oraTm d :Ddﬂ.:"ls irl.!:cl.‘l'l_l.r_iﬂl’l_l]. COETE A

mies. The exchange of ideas from different cultural perspectives gves a business

additional, valuabkle information. Every employes can see his/her position from a

global vansage poamt. (SAklihe, 2313)

HPM would alse do well o follow the lead of one of oor cdheef compentors, Ablex
Plasucs, which creared the positmon of Wice Presidem: for Thversity rwo years ago amd for
which Ablex won an award from the International Business Foundason for hirng maore
Ausian A merican women managers [ S blex Appoine=,™ 2008).

Promoting and Incorporatimg Cultural Awareness
Within the Company

Cross—{Caltmmal Trasmams

MMany of EPM s competitors are creating cualtural awareness programs for anterna-
wnmnal employees as well as nanve speakers. Commined o diversity, Sema offers online
courses on ethmiciey (e.g.,” & Brndge 1o Asa™) to “promote an atmosphere of openness
and trast” [(Setna, 2008) while Johnson 8 Johmson conduoces Iversey Wimiversaoy oo
help employees understand and value differences and the benefies of working collabora-
avely . o mect busaness goals™ ("Programs and acowides,” 20010 Employees Gnd ot
eazier v work with someone whose values and beliefs they understand whils employers
benefir from effecove on-the-pob collaboranon. Swuch a program could have preveneed
the problem BPM confromted last quarter when one of our non-native English-speaking
employees was offended by a cultural misanderstanding (FLPR first guarter, 20010). We
may want o model owur culmoral shanng programs after those ar A merncan Express,
whch has a work force representing 40 namons, or those at Fxtel Communcamons wach
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s large percentage of Hispanic and Vietnamese smployees. United Parcel
Service (UPS) profitably pairs a nauve English-speaking employees with some-
one from another cultural group to improve on-the-pob problem solvmg and
commumication. Jamae Allen, a LIPS employes since 1998, for mstance, foond her
work with Lekha Miara-Eahn to be one of the most rewarding experiences of her
job -:J'Dh.n_l;nn.. HIOE).

_"\.ld:aug}t !'J.'Il]-' need to EnCoHarags cultaral :en.ﬁl:i'ril:'_\r r.r:.i.rl:ir.l:g. US. firms like
EPM also need to be cautbows about ssvering international workers” coltural
ties —a delicate balance. When management actively promotes bonds among
employess from smilar cultures, workers are less fearful about bosing ther
wlentity and becoming “token” employess. The Lorenzo Lleras law firm, for
example, recommends that new multmationals join a “boddy system”™ o as=isz
their ranmton to Amencan culture wohils r\euining_ their cultural i.dencil:].'
(L5 Visa Mews, 20010). Encouraging such comtacts, Globe Citizens Bank has
long mobilized culberally similar groups by asking workers of shared ethnac
hentages to network wath each other (Goedon 8 Rao, 2009). Employess of
Tarkish ancestry from Globe's man Mew York office go to hach terice 2 monith
with Turkish-borm emplovess from the Mewark brandhes. Globe hosts these
llul.i:hmul.d i_n.“h_lm L'E-CEi."\.‘H & Eﬂmﬂﬂﬂ‘]}' ﬂ'ﬂulﬁmdd’! I!-J.l.'lli:'s Tur"li:}l. J.l.'ld
Middle Eastern p-:ll.'il:i:: {Hamilton, 201 £

Cultural educasion must [l both WAFE, I:hc-ug}l.. Both sides have I']'I:ing: Lt
b=arn abouwt l:'lcl.ng business in a E]-cll:u] environment. The LS. business cualture has
conventons, too, and few imernatonal employess would wane eo ignore them, ba:e
they need to know what those comventions are (Johnson, 2008). A frequent problem
with U5 corporatons such as BPM is that we assame everypone knows how we do
things and how we think —it never oocurs o us o explain curselves. Problems
often stem from Easy- IO COrresct nﬁsLLnder:land.i_ng,s about business Eli.q_uzl:e. For
eumplg. mnative :puk:r: of Engli.:}la.ne I:_\.'pi.::".:.-' comfortable wathin a Epace af 1.5
o 2 feet for g_l:-nur.i] p-c-Jmna] interactions m business. But workers from Taiwan
or Japan, who prefer a greater conversational distance, feel uncomfortable iof thesr
desks are less than a few feet away from another employes’s workspace (Johnson,
2008; " Taiwanese Business Culbare,™ J008).

Prowotion of Crltaral Sensttionty

Corporate efforts to validate different cultores might also mdude the recogni-
tron of an ethme growp’s holdays or other memomable lnstoncal occassons. KPM
has just begun to do thas by hostng calbtural events, indluding Cinco de Mayo and
ch.inﬂﬂ NE“' TE‘F fEI.E'bf.ll.i.nM. 'E'Imilﬂ rJ"_erj a “Er.lzi]im 'E_I:r_ﬂ"l-'.ll'd.'l!mﬂd
ediion of a weskly company meeting” (Sanghan 2 Shakh, 2009). Emphasizing
their “long-standing relabonship wath the Chiness community,” Wells Fargo
participates ~every year in San Francisco's Chinese Mew Year parade” by featar-
g ~a 200-foeot-long Golden Dragon™ (Babal, 2008). Techsare, Inc., an [Hinoes
software firm, allows Muslhm smployess to aber their work schedules during
Ramadan, Islam’s haly month of fasdang (M. Saradayan, pesomal communication,
Feheuary X8, 2000).
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Many compames honor Manonal Hespame Hentages Month m September,
whech coancides with the mdependence celebratmomns of Ave Labon Amencan
countre=s (L5 Equal Employmens: Opportonety Commissson [EECHC], Z200E8).
GRT Systems m UDhao sends Mew Wear’s greenongs at Wamak (the Buddha=st Thay
of Enlightenment) to its Chinese employees and to Indian workers at Fama
Impawle. Chemeka Taylor, GERT s ocperations manager, wosely potnts owt: " We
send native-borm employees Christmas cards; why shouldn™t we honor owr
internatonal work force, too?” (personal communacation, Sprd 13, 3010). Fegure
4 {see page 12} provides a helpful multcultaral calendar that RPM needs o followsr
in developmg culmral sensmnvicy policies.

Successful LIS, firms have been sensitnve to the needs of ther English-speaking
employess for decades. Flexble scheduling, telecommuting options, daycare, and
prevenove health programs have become part of corporate bermefit plans to take
care of employees. Many of these oprions and benefits have already beoen in place
ar BRPM. Bur an international work force presents additonal cabural opportuni-
tres for BPM management to respond to wath sensitivity. For example, oor
company cafetertas mughe easily accommeao-dare the distary restrictions of vegetar-
ian workers or those who abstam from certain foods, such as dairy produeces or
meat. &t Globtech, soybean and fish entrees are always avalable (Reynolds,
2000). Adding ethmic items at BPM wouwld express owur cultural awaremness: and
respect for multinatonal employess

Draycars remains a key issue in hiring and retaning skilled employees, whether
they are natdve or non-natve speakers of English. BEPM s childcare facilides ar owr
high-tech park in San Luis Crbispo have brought us much posstive publicity owver
the past saghe years ("RPM Daycare Faclitees,™ 2010} Bus by modifying chald
care that reflects our workers" culturally diverses needs, RPM can give a moltina-
tromal work force greater peace of mimd and better enable them to do their jobs. &
pacesstter in this field i=s IPE] Computers, srhich inseses that at beast oo or three
of rts daycare workers must be fluaent in Korean or Hmdr (Parker, 200%). Another
calturally sensstave employer, TT'Corp assests tes Hispanac work force by ldaring
bulrngual daycare workers and by serang foods the children costomanly =at ae
homes (Gordon 82 Rao, 2009

Making Busi Coamr
for Multinational Employees

Tramsiztion of Wrtten Communications

fion More Understandakb e

All employess must be able to understand business communicanons affecting
them. fSmong the essental docoments cansing troubls for multiculneral readers
are company handbook=s, insurance and health care obligations, pobcy changes,
and O5SHA and EPA regulatons (Hamilion, 3310). To ensure masxsmam. wder-
standing of these documents by a multnabonal work force, BEPM needs o
provide a translasson or at k=ast a plam-Enghsh verson of them. To do ches, BPM
could schoit the help of =smployess who are flusne in the non-natnve Englash
spe=akers” languages as well as contract whth profesnonal ranslators to prepare
appropmnate work-related documents.
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Workplace signs in particular, especially safety messages, must consider the
language needs of intermational workers. In the best interest of corporate safety BPM
mneeds to have these sipns ranslated into the lainguages repressnted by muleinariomnals
in the workplace andfor o post signs that ase global spmbols. Unguesssonably, we
meed o avodd signs that workers might find hard or even impossible to decpher. For
exampls, a caprtal P for “parking”™ or an H for “hospital™ might be onfamiliar o
non-mative speakers of English (Parker, 200%).

Frcbange af Langwage £ aarming: Some Oiptzons

Providing English language instruction for employess also has obviows advantages
for the BPM workplace. Should BEPM Technologies elect not to provade in-howse
language traiming, the company should consider reimbursing employees for neces-
sary courses, boolks, tapes, and sofrware. Moreower, we might make available an audio
library of specific vocabulary and phrases commaonly wsed on the job as well as muololin-
gaal dictomaries with relevant techrmical terms. Hiromo Maguchi, an e-marketdng
amaly=t at Powerllsers MNetowarking, praised the Englicsh langmage traming she received
on her job. Althowgh she had ten years of Enghsh in the (saka {(Japan) schoals,
Maguchi developed her listening and speaking skills on the job, benefiting her
employers, co-workers, and customers. &s a resulet of her diligence, Maguchs was
recognrred as her company™s “Most Valuable Employes for 20097 for her interper-
sonal skills (H. Maguchr, personal commumscasson, January 30, 20000).

A recent international swurvey of execative recraiters showed that being bilimgual is
critical o saccess n basiness (“Developing Forsgn Language Skillls,™ 2008). SAccording
e this survey, B85 percent of Furopean recnmters, 28 percent of Asan recrurters, and 95
percent of those in Latin Amernca stress=d the imporance of speaking ar bea=t tero
langnages in today’s global wodkplace. As Jenmfer Torres, CTEO of Pacifica Carp,
emphasized: “Although Enghsh remains the domimant language of intermanonal
busine=s, muolulingual executves clearly have the competitive advaneage. This advan-
tage will only increase with the contmeed globalizamon of commerce™ (as cated 1n
“Dreveloping Foresgn Language Shills,™ 2008). Stockard Plastics, one of RPM™s major
custoemeers, boasts that its employees collectively know meore than 70 languages, every-
thing from Albantan to Yorba.

FLamguape Troimmg Mesr Be Reciprocal

Bur language traiming has wo be reciprocal —for natuve as well as non-natwe
speakers —if commumication s o sacceed. Sadly, even though forergn language
instruction iz on the rize, ~fewer than 1 in 8 sadents ar 175, colleges major in [a]
foreign language™ (Crooromes, 2010). Unfortunately, this as the case wath BPM s
native-speaking smployess. However, many of the mternational workers BPM
needs to recruat are bi- or even mmlingmal. In India, Israel, or Sowuth &Africa, for
example, the average workesr speaks roo or more langnages every day to conduoct
busmess

Since RPM needs wo recruir such workers, we have to learn more abowt the
cultures and languages of thes= global employess. BPM management should consider
comracting with one of the companies specializming in language instruction for
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business people found ar kg’ faee selfprowe b comdforeignlanguape btel. We
alzn need o network with internatonal employes groups to sobicie their help and
advice.

Conclusion

To .:nmp-:h.-:in I'J'l.-eg]nb:] ma:k.:l:p-la.::. BIPM musss :r.npl'lasi.z: culitural dit‘\e::i.l.:\.'
muach more m s oo P messzon and d:lrcq.lghuut the wcckp]ic\c-. Thn:luﬂn its
polictes and programs, BEPM muos: aggressively recrut amd retain an moreasing
mumber of technologically educated and experienced multnatonal workers who
are in great demand tDId.i.}'. and will be even more 5o over the next ten o ereniy
years. These workers can help BEPM increass our intermational customer base and
advance the state of owr technology. But we need o ensare that the workplace 1s
sensitive to their cobtural, religiows, and communicaton nesds. Providing squoal
opportumines, diversicy tradrmng and Mtwr_u:l-.n.ng. and ezsy-to-understand buasiness
docamentes will keep BEPM globally compentive in recnobing and retamang thess
essential emplovees. We can expand our markets only by making a commtment
e learm aboat and respece other coltores and their ways of doing bosimess.

Recommendations

By implementing the following recommendations, based on the conclusions
reached m this report, RPM Technologies can suoceed 1n hinng and promoting
the IT multinanonal p\.rufzs-ﬁunil: O COMPany needs for future success m
today’s global economy.

1. Reonot muldonanonal workers more effectvely throngh our websive, tover-
mnanonal linng specalsts, and wisris o college and amverssty campuses
here and abroad while working mare closdy with the Immigrazion and
Maruralirzation Service (IM5S) o retain mulomarnonals.

Establish a mentoring program to dentfy and foster leadership abilites in
multinatonal ﬂnp]cl}':n:-;. ::sulli.ng in ::u.i.n:ing amud p-rumn:ll\:ing these
workers.

=

3. Promote cultural sensidwviey and nesworking groups comprsing bosh
multinationals and native E@i:h-sp:ik.ing -:cnp]n-:\.-'\e::.

4. Foster a group’s colmoral tes by acuwvely supporong such work-related
orgamzations as the Hispanic Orgamzation for Advocacy and Leadership
HOLAL

3. Develop educarronal materials for employees who are nadve speakers of
English abowt the culiural tradibons of thetr molinatonal co-workers.

. Fleassess and z.dap-l: BEPM s da:\':a.rz faclibes to mone c-H.:i:I:i'!-'\-:l:\r mest the
needs of children of multnational employees.

7. Supply relevant ranslatinns and plam-English versions of company hamad-
books, marmals, new regolatrons, msurance policoes, safety codes, and
other human resource documents.

& Develop forsgn language raming programs o enhance commuonicanon
and collabeoration betwreen mulbnational and mative speaker employees ax
P
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6- Final Words of Advice About Long Reports:

Perhaps no piece of writing you do on the job carries more weight
than the long report. You can simplify your job and increase your
chances for success by following these guidelines for scheduling,
researching, and collaborating:



Writing Careful Long Reports

1. Plan and work early—do not postpone work until a deadline draws near.
2. Do a thorough search among Internet, print, and other resources.

3. Divide your workload into meaningful units—reassure yourself that you
do not have to write the report or even an entire section of a report in a

day or two.
4. Set up mini-deadlines for each phase of your work and then meet them.

5. Confer often and carefully with others in your group office.
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