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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.

\_ W,




Lecture ||
Writing Careful Long Reports M"DQQEAITI]

4 )

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
qguantities 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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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 lllustrations

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

\_ W,
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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

\_ W,
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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.

\_ W,
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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.

\- W,
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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.
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TABLE 9.1

References

Basic Differences Berweon Preparing an MLA Works Cited List and APA

Amehor

Taele

AT A

= izt amthor’s last name A=z, fol-
lowed by a comma, and then fArst
marme arsdl {xF =.p-p|n|:ah]e}m.ldﬂ];:
name or instal

= For two or three authosrs, tovest
anly the first anthor’s name (e.g..
Somth, John, and Jose Alvarez]), and
commect the last rere authors™ names
by and.

= For more than three avthors, cite
just the fAirst auvthor hsted on the
work (Smmith, John) and add e af.
(" and others™), or you can prowvide
all marmes in full in the order am
which they appear on the ttle page

= [talicaze the full otle of the ook,
newspagen or Jmlal:"n’lagaz.‘l.nl;

Voragy cxay cccbtinl

= Capitalize all words in the etle

except for prepositions and articles

unless the book or joonmal begins=

writh one of these.

= Tieles of arsicles in joormals,

newspapers, amnd magarines are set in

domnbles gueodarsom marks.

= Caprtmahrxe all words in the joormald
Frap-eTs i scle ticls

t for p 1E ard artucl

AP
= it auchor's lass name farse,
i1 by a ]
= For omhlaple authors, in-
wert all ancthors” mames, ard
separate the last teo marmes
with an ampersand (&).
= For more than seven
authors, inwvert the first six
anthors” mames, Insert am
ellipsas [.._) and then It
the mame of the last anchor
(also inwverted]).
= Place the date of publica-
tiom i parentheses imrme—
diately after the avthors or
anthors” mames. Then add a
periad after the parens

= For a book, italscize the
full tedde and capitalize oy
the first wornd of the title
(and al=o capitalize proper
names). If there = 2 subtide,
place 5t after the main mtle,
wrhich is followed by a co-
lon, and capstalize only the
first word of the subotle

= For newspapers, joarnalks|

or magarines, itmhcze

the full tatle; capstalare all
words in the gtle except for
prepositsens and articles.

= Titles of artcles in
newspapers, owrnals, and
magarines shoald not be an
guoation marks.

= Capatahze only the first
word of the article atle
(ewven if it is a preposition])
and amny proper nouans.

CHAPTER 2 wWriting Careful Long Reports

Volumre and Mape
Mrarrlrers

Prblcatson

(wredrmtes, blogs,
E‘I!ﬂ_}

fn:‘m

MILA

= For =|.r|:||:|-|-_':, cite the volhime and
the izsae mumber {separated by a
perod), followed by the year in
parentheses—52.1 (201 2) for news-
papers and magarines, use only the
date — 12 Ang. 2010. Then inchads
pﬂ.g:numh:rs — 1103 without a
p-or Tpp.T

= For books, give the city of pub-
El:l:i.-nu:l, followed ll'}"lllﬂ"l'w\ﬂ-—l.ﬂttﬂ'
abbreviation for the state. Then,
after a colon, the publisher's mame
followed by 2 comma, the year of
publicanon, and a peruod.

= Include the publication mednem
for all entres (eg., Print, Web,
PIX}E, etc.) at the end of the pubhca-
won informason.

= You do not need wo inchade

K Ls. But indscate the website
MAaIme, SPHEIESCHT CH pll:ll:rlishﬂ'., dlate
of publicaton, and medium of
pubhcation, followed by the date

I:Jm.

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

mterview.

APA

Put the volume mamber
of the jouwrmalfmagazrine
(1 irahes) wath the is=ue
mammber {not 10 stalics) i
parentheses immediately

following. Then, incert a
comma and mnclude page

mambers— 23}, 87—102.

= For books, provide the
:i.'l.jr and two-letter ab-
breviation for the state, and
then inchrde the publisher's
name after a colon, for
example, Detroie, MI:
MegaPress.

= Insert TR Ls in place
of page numbers with the
Enﬂn'n'in.g -ﬂu:ign:u:i.nn:
Retrieved from {and then
last the TVRL).

Interviews, conversaboms,
and presentations are ot
inchaded in APA reference
last=s, baat youw st stll cite
them within your paper.

N
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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.

\_ W,
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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 5.2 A Long Report

2
Abstract
This report investigates how U5, businesses such as RPM must Ea[n 1 competitive
advantage in today’s global marketplace by recruiting and retaining a multinational
. work force. This current wave of immigrants 1s in great demand for their technical Conase
Adapting the RPM Workplace kills and their b laEd Y b like il informative
et A for Multinational Employees skills an r:_c?nnmlc_ ties to ir homeland. Yet m:ny.n:umpamr:s ke ours still oper- airac that
formired = ate by policies Iil.‘.'FlEll'le for native sp:akcrs_ of English. Instead, we need tu_ajia]:lt FI——
RPM's company policies and workplace environment to meet the cultural, religious, of repart
. social, and communication needs of these multinational workers. To do this, we nesd and why i is
e o Terri Smith Ruckel to promote cultural sensitivity training, both for multinationals and employees who | PP
. . - A
A Ser 'F'::"H' 'Tﬂ;'h"nﬂﬂsl’mam;:“ﬂ are native speakers of English. Additionally, as other U.5. firms have done, RPM
it should adapt vacation schedules and daycare faclities for an increasing mulu-
S arctteer's” cultural work force. Equalljrimpurtant, RPM needs to ensure, either through trans-
Pre for lations or plain-English versions, that all documents can be :151[1. understood by Llses nelpfud
multinational workers. RFM mlEl’lt also offer non-native rpcnkm of English in- e
il Jesse Butler house | Hile providing f | i | WO, £.0.
o oz Vice President, Human Resources ouse language instruction w lle providing oreign language training for employees “Addiiondlh,”
who are native speakers of English, “Equally
Importan”
e May 5, 2010
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The US. work force has been undergommg a remarkabls revaolusion. The
LI 5. Burean of Labor Statistics predicts that by 20012 the labor force in the Timited
Srates wall comprn=e 162 mallion workers who muese 2/l 167 mdbon jobs (2009).
HAccordmg o the LS. Chamber of Commerce, a shortage of skilled workers s
sure to mcrease even mors heawly in the futare when many of the baby boomers
begain to retre™ (20100

The muose dramatic effect of Alling this labor shortage will be in haimnng Breater
numbers of h.iEh.l"\.-' skilled mulminarional employees, including those poiming
FEPM. C1.I.1'I'E‘:I'I.1J:|-’.._ oo o every five computer r_p-c-.—::hru [amd] one of every sax
PETSOMNS LN eng@inesning or science occapations - - . is foreign borm” (Kawshal 2
Fix, 2004). This new wave of itmmagrant= wall maks ap 37 parcens of the labor force
by 2015 and conbnme to scar afterward. By 2025 the number of mtermatonal
residenis in the Dnited Staces will rse from 26 auallion @o 42 mallion, according to
the LIS Ch.aml:lﬂ- of Commerce (2010). The Congressional Bodget Office
predicts thar “ower the next decade ner tmmigraton will average berween
500,000 and 1.5 mullion peopls annuoally™ (20105 MAs Alexa Caincy apely putae,
“The Limred 51_:.1..25 iz becomang the meost muolticulmrally diverss conntry me the
global economy™ (20010).

The following commassioned report explores the ampact that thes newo
multinational work force will have on BEPM Technologies, and wrhar we muost do
tor recruit and to retain these workess.

ielral fmorigrantacer

LUnhke sarher generations, today’s immagranis actively maintaan ees with ther
manve conneries. | hess meor ::nnupml_-: wravel back and forth =0 regularky they
have become global citirens, exercising an enormons mmflaence on the success of
a busniness hke BEPM. Five vears ago, :l:magmphgrs Crane and Boarxr cddamed,

“lmmigratson [wall] give America an sconomic edge in the global economy .
most notably in the Sillccon Vall=y and high-tech centers. Fl:gun:- I reveals
the major ethmic groups thae hawve |n:|.r|'|.|.g,:r:-|:|:|:| ta Mew York City an juse Z00%
alone. Ther provide business conrmaces wa other markets, enhancing [a
company 5] abiry to rade and invest profimbly abroed ™ (20055

Toalay = Fagl— Tecl Tommepeamts

Undendably, many immigrants today often possess advanced levels of gechne-
cal expertiss. A report by the Kamser Foundanon foond that Cabformea’s Sdecon
Walley had significantly benefited from the immigrants who have arrived wizh
much needed technical traimng. fAsman, Indian, Pakestane, and Middle Easterm
scientsts and engineers, who have relocated from a mumber of coumrees, o
hold more than $0 percent of the region’s wechnical positions (TImmegraoes
hnd, ™ FOIO) Flgur\e- Z indrcates the leading countrres of ormgm foor Silhicon
Wallew s immegrants im 3309 and records the percentages for each nationalrty.
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Information technology (IT) employers are always enthusiastically searchmg
for skilled imtermartional workers. Murah Knshna Devarakonda, pressdene of the
Immigrants Support Merwork 1in Sillicon Valley, states why: “We conwribore
sgmifrcantdy to the research and developmen: of a company’s prodocts and
services” (personal communication, Apnl 3, 20000

Probileny

EPM, ke other s-comparmes, is expenencing a critical talent shortzge of TT
professionals, making the recruitment of a multinadonal worck force a wtal concern
for ws. Meesting the culmoral and commumcation demands of these workers,
bowever, poses servous challenges for BPR. The radinonal workplace has o be
ransformed o respeeci the TWEANE mulrnanonal :m.pl.o"_\.ﬂ::: communicate abouat
business. Mative E'n.-gl.i.:h—:p-l:a.‘k.ing_ =n:||_:-||:|}-==:- wrill also hawe to be better :pu':pﬂ:l::'
to maderstand and to appu'.:i:izr.: their mtermnational co-workers. Ulﬂ-uu'tl.l:ru'l.-:ly..
many corporate pobicies amd programs at BPM, and at other 115 companies as

well, have been created for native-bom, Eng].'u}l.—:-peal-.nng_ =|:r|.]ﬂ.mne|= {\ﬂ.-nu'a]e:,
203 Feynolds, 311 3). Rather than rewarding mulemasional wrorkers, suisch paolicies
mmntentionally punesh them

Purfrece
The purpose of this report is to show that becanse of the need o increase the
rumbers of mulbcultural employess m the sorkplace, BPM must adape its

business environmens wo recruit and retam thas essentral and diverse labor force.

Kooge

This report explores cultural diversity in the currene LS. workplace and
suggests ways for BPM o compete successfully in the global willage by providing
|:|1.ul -:-n:lpln:ljrmcnt Dp]:l-nrl.mhl:: for multinanonal workers. :D'\mr.lg so, we wall
foster cross-culnaral I.I.‘I.C‘:I'II:‘_\:'.. a.r.l:l:lm]:mu'v: I'.l?.uung n intercaltural commumdcation
at ouar forme

Discussion

i Equal Workplace O pportunities
for Multinational Employees
Apge reve Recran af I'T Profecsionals froon Diverse Creltures

A rl1u]1:i.|.i.'r|.g1.la] work force is essentzal if BPM wanis o T ima cu]tul?]]:r
dhverse B]Dbﬂ] market. But firms such as BPM must be pre:pﬂ.red. [i=] il:lipd. or II:ID-CL‘IE:F
I'n:mg_ p-nln:u:-; amd pn:ll:l:tlur:: ter atiract these multinational EI'I:IPIIEI}'EEI-\.\_
with r\erl'lullu.r.l:g our recrmitment and retension :p-nll-:l.e: Foutine wisits b LS.
O LS 5 l:n' O o S TecrarbeTs or :p-:l:l:]:lz:d imtermational recroiters” :a.'n.]'l.-e]p
s to adentify and to hirs lnghly gualthed mulbhnabonal job candsdates (Hamilion,
20010

g

Morsover BPM should consider visiting wroversties abroad wnth distngumshed
techrmcal programs o attract talented multinational employees. We should encourage
students and recent graduates from these universites to apply for a 1-] visa o learn
mare abowt RPM through an mternship program here. As Cathernme Bolgar reported,
“Boeing wenet e Russia for specialist scftware enginesrs it coualdn’ find in the 1157
{1007 . These ssarches should be combined with artickes on owur webstes and executive
blogs v emphasize BPM's commitmen: o globalirzanon. Lobbying more acovely wo
merease the number of H1-B visas for skilled workers wall also help RPM. *In 2008
alone, IS companies submatted 163,000 apphcations for the 65,000 H1-B wsa sloes.
Croogle, for instance, applied for 300 of them, but M0 were demied™ (Richzel, 200%).

Capitaliring on a diverse work force, RPM can more effectively increase its mula-
cultaral customer base worldeide. Logically, customers buy from mdividuals they can
relate to cultarally. BPAM might take a lead from Union Bank of Cabifornia, a business
that effectively serves a diverse West Coast population, especally s Asian and
Hispanic customers. The bank has a successful recraitment history of hinng employess
with language skills mn Hindi, Vietnamess, ['..ﬂz\e-a.n,_a:hd Spansh. In face, Union Bank is
ranked fourth overall as an emp]n:re:r of mmmorities {mon Bank of Califorma, 2008).
Figure 3 below charts the increase m the percentage of multnatonal employees from
these language groups hired by Unron Bank over an B-year pennod.

Another highly competitve business, Tharden Bestauranes, Inc, selected Richard
Ravera, a Hispanic, to serve as presdent of Bed Lobster, the nation’s largest full-serace
s=afood chain. Oversesing 680 restaurants nationwide, Rivera was the " most powerful
minority CED in the restaurane mndustory™ (B Jackson, personal communicasion,
Jammary 15, 200100

Figure 2
Union Bank of California:
‘Growth in Percemtage of ! iomal Employ
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Under Rivera's leadership, Bed Lobster established an tmpressive hissory of hiring
meore international employees—tomling meore than 35 percent of its work force—ihan Ot
had in previcus years. Fivera belicves that management cannot properly respond o
customers from different ethnic backgroands if the majority of its employess s limated
o native speakers of English. Many top Fortune 500 companies, such as Cisco and Ineel,
can also claim thae 40%. or more of their work force i comp of mulrnaticnals (< 100
Best Companies,” 2010 Closer to BPM in S Lowis, Whitney Abesrnathy— manager of
Metshop, Inc—found that contracts from Indonesia increased by 17 percemt after she
hrred Jakaria mauve Safja Jacoef (personal commumcanon, &pml 2, 2000).

Commatment to Erbmc Represemtation

Blany compani=s today have strong mission statements on diversity and muoleina-
wonal employess 1n the workplace. The most progressive of these businesses—IG E_ |
Amernican furhnes, [BM, and Wal-Marm—promote mulimaisonals as menmors  and
imerprecers. Kodak, which is commiteed o all-imchesive workplace, has sdghe employes
cultural network groups, moduding the Hispanic Organizanion for leadsrshep and fdwo—
cacy, or HIOL A, which “helps all Hispanic employvees reach thewr full potennal while
developing a rewarding carcer”™ T Carecers ar Kodak ™ Z00E). Sach a proactdwe program,
whech we maghs incorporate at BPM, recogmazes the leadershep abalines of mulonassonal
employees. Moreower, “glass cetlings,.”™ which in the past have prevented women and
ethmic employess from moving up the corporate ladder, are being shattered. The recrait-
meent and promotion of on-natve speakers of English s wital for cormporate soccess.
Tesfaye Aklilu, vice president az TInived Technologies, astately obssrves:

In a ghobal business environmene, diversity is a business imperative. Thversity of
culmres ideas, perspectves, and values s the norm of oday’s ineernarsonall compa-
mies. The exchange of ideas from different cultural perspectives mves a business
additional, valunabkle information. Every employes can see hist/her position from a
global vantage poant. (S klehe, H313)

BPM would also do well o follow the lead of one of car dhief competitors, Ablex
Plasucs, which created the positnion of Wice President for Thversity taro years ago and for
which Ablex won an award from the Internatonal Busness Foundanon for hanng maore
Ausman A mernican women managers [ S blex Appoine=,~ 2008).

Promoting and Incorporating Cultural Awareness
Within the Company

Cross—{Caltmmal Trasmams

Elany of EPFM s competitors are creating cualtural awareness programs for incerna-
monal employees 2= well as nanve speakers. Comminted o diversity, SAemma offers online
courses on ethmicity (e.g.," & Brndge to Asia™) o “promote an atmosphers of openness
and trast” [(fSetna, 2008) while Johnson 8 Johmson conduoces IMversaty Universaioy "o
help employees anderstand and value differences and the benefits of working collabora-
wvely . o meet business goals™ (“"Programs and actwvides,” 20000 Employees find it
easier o work whith someone whose values and beliefs they underszrand whils employers
benefit from effecuve on-the-pob collaboradon. Swch a program could have prevenced
the problem BPM confromted last quarter when one of our mon-native English-speaking
employees was offended by a cultural masanderstandeng (FLPR firss guarter, 20010). We
Ay WAt o model owr culearal sharl:n_g Fropgrams after those ar American E:l.‘_'l:l’l’:“.,
-'|:||.c]'|. has a waork force J'l:]:l:rlr.l:nhng_ 40 mamons, or those at Fxtel Communicamons with

10

s large percentage of Hispanic and Vietnamese employees. United Parcel
Service (UPS) profitably pairs a nauve English-speaking employes with some-
one from another cultural group to improve on-the-pob problem solvmg and
communication. Jamie Allen, a LTPS employes since 1998, for mstance, foand her
work with Lekha Mfara-Eahn to be one of the most :re'wan:l.i:rtE e-:l:p-e-:rim.:ﬂ of her
job {Johnson, 2008}

:’n.ld)nug]'t rJ:l.::r need bo EnOarags culmaral se'nﬁlu'ril:'_\r r.r.i.i.n:i.r.lg. LS. firms like
EPM also need to be caubows about ssvering international workers” coltural
tres—a debicate balance. When management actively promotes bonds among
employess from smilar cultures, workers are less fearful about bosing ther
wentity and becoming “token” employess. The Lorenzo Lleras L:.w firm, for
example, r\ecu:lm.l:n.-ﬂ:dl that new multnatonals § _||:|u:| a “buddy system” bo assist
their o ron to Amen culture wrhils r\er.a.u:lmE I'J'.l!‘:l.l' cultural |.-:|.-=:||:|r.}-
(L5 Visa Mews, 20010). Encouraging such comtacts, Globe Citizens Bank has
lomg mobilized culberally stmilar groups by asking workers of shared ethnac
hentages to metwork wath each other (Goedon 8 Rao, 2009). Employess of
Tarkish ancestry from Globe’s man Mew York office Eﬂ‘l.lﬂl]l.l!'l.f]lt“l.f! a momith
with Turksh-borm emplovess from the Mewark brandhes. Globe hosts these
Middle Eastern polices (Hamilton, 20010).

Cultural edwcation must o both TEFE, I'J'.m-uE]'l_ Both sides have I']'I:ing: LL=]
bearm abouwt ﬂ-mng business in a Ei.:ll:ﬂ] environment. The LS. business cualture has
convenmons, oo, and few imternatonal employess wouald want o ignore them, bae
they nesd 1o know what those comventons are (Johnson, 2008). A frequent problem
with U5 corporations sach as BPM is that we assame everyone knows how we do
things and how we think —it never ooours o us o explain curselves. Problems
often stem fram Easy- B0 COrTEsct uus::ﬁ.ﬂ':l:.niutgs about busimess Ehaq_uzl:r_e For
example, native speakers of English are typically comfortable wathon a space of 1.5
e 2 feet for Ec-:n.-:rz] p-t:-:r:ana] interactions m business. But workers from Taiwan
or Japan, who prefer a greater conversational distance, feel uncomfortable if themr
desks are less than a few feet away from another employes's workspace (John=son,
23008; ~Tarwanese Business Culbare,™ 3008).

Prowmotion of Crlteral Semsitcoriy

Corporate efforts to validate different cultores might also mdude the recogni-
tron of an ethnic growp’s holidays or other memomable listoncal occassions. KPA
has just begun to do this by hostng caltural events, induding Cinco de Mayo and
Chinese Mew Year celebrations. Gn-nugl: throws 2 " Braxihan Carmval-chemed
edibion of a weskly COmpany meef.u:l.E {Sanghan 8 Shakh, l':ll:l‘.’:‘:l Emphasizing
their I':"-"-E-' ding relab p with the Chiness community,” Wells Fargo
pa.rhl:lpat::- “every year m 5an Francsco's Chinese Mew Year parade” by featar-
g “a 200-feot-long Golden Dragon™ (Babal, 2008). Techsare, Inc., an [Himos
software firm, allows Mushm employess to alter their work schedules duning
Ramadan, Islam’s holy month of fasang (M. Saradayan, pesoml commuonication,
Feberuary I8, 2000).
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Many compames honor Mational Hespame Hentages Month m September,
whech coancides with the mdependence celebramons of Ave Laon Amencan
coantries (U5, Equal Employment Oppormoniny Commissson [EECHC], 2008).
GRT Syseems e UDhao sends Mew Wear's gresnongs at Wamsak (the Buddho=t Thay
of Enlightenment) to its Chinese employees and to Indian workers at Fama
IMmpawl. Chemeka Taylor, GET s opesratnons manager, wisely poomts owue: "W e
send mative-borm employees Christmas cards: why shouldn™ we honor owar
internatonal work force, oo ?” (personal commumication, Aprid 10, 20100, Fegure
4 {see page 12) provides a helpful multicaltaral calendar that BEPM needs o follow:

in developing culmaral sen=invizy policies.

Successful L5, firms have been sensittve to the needs of their English-speaking
employess for decades. Flexble scheduling, telecommuting options, daycare, and
prevendve health programs have become part of corporate bensfit plans to take
care of employees. Many of these options and benefits have already been in place
ar BPML. Bur an international work force presents additonal cabtural opportuni-
ties for BIPA ment to respond to with sensiteity. For example, oor
company cafetertas mughe easily accommeodare the distary restrictrons of vegetar-
ian workers or those who abstam from certain foods, such as dairy produoces or
meat. At Globtech, soybean and fish entrees are always available (Reynolds,
2000). Adding ethmc items at BPM would express owur cultural awaremness and
respect for multinadonal employess

Draycars remains a key issue in hiring and retaning skilled employees, whether
they are nadwve or non-natve speakers of English. BP&M's childcare facilides ar owr
high-tech park in San Luis Crbispo have brought us much posstive publicity owver
the past saghe years ("BEPM DDaycare Facilieres,™ 20010). Bur by modifying chald
care that reflects our workers" culturally diverses needs, RPM can give a mualtina-
twonal work force greater peace of mmmd and better enable them to do their jobs. A
pacesstter in this field i=s IPE] Computers, srhich insses that at beast toeo o three
of rts daycare workers must be fluent in Korean or Hmdr (Parker, 200%). Another
calturally sensztve employer, TTCorp assests tes Hispanac work force by hiring
balinguaal daycare workers and by servng foods the chuldren customanly =az ac
homes {(Gordon 82 Flao, 2009

Making Busineas Communication More Understandakle
for Multinational Employess

Transiztron of Watten Commumications

All employees must be able to understand business communications affecting
them. Among the sssential docomenes cansing trouble for muolinculieral readers
are company handbooks, insurance and health care obligations, |_:l-c||_1|::|-' changes,

and O5HA and EPA regulatnons (Hamilbon, 23310). To ensure masimoam. wnder -

standing of these documents by a2 multinabonal work force, BEPM peeds o
provide a translasron or at keast a plam-Enghsh vermon of them. To do ches, BRPM
could solicit the help of employess who are fluene in the non-natve English
speakers” languages as well as contract wath professonal ranslators to prepare
appropnate work-related docwments.
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Workplace sagns 1in particular, especially safety messages, must consider the
language needs of intermational workers. In the best inrerest of corporate safesy, RPM
meeds to have these sagns ranslated 1nto the languages represented by mulimarssonals
in the 'v\.n-rﬁ:pL:.c: andfor o post signs that uss global symbols. Unguessionakbly, we
meed o avoad sagns that workers might find hard or even impossible to deapher. For
exampls, a caprtal P for “parkimg”™ or an H for “hospital™ might be onfamiliar o
mnon-mative speakers of Englhish (Parker, 200%).

Froocbange of Language £ aarming: Some D:p!ﬁ:nlr

Providing Enghlish language i for employess also has obviows advantages
for the BPM workplace. Should BEPM Technologies elect not to provade in-howuse
language traiming. the company should consider mm'h-mnng :l:n.p]n-:r:::- for neces-
sary courses, books, tapes, and software. Moreowver, we ilable an anduo
library of specific vocabualary and phrases commonly wsed an ﬂujabuwﬂumlﬂuhn
gaal dicbomanes wath relevant techmcal terms. Hiromn MNaguch:, an e-marketong
amalyst at Powerllsers MNetworking, praised the English language traming she received
on her job. Althowgh she had ten years of English in the (Osaka (Japan) schoals,
Maguchi developed her listening and speaking skills on the job, benefiting her
employers, co-workers, and customers. As a result of her -:|.1.|:|E,=n|:: Maguchi was
recognired as her company™s " Most Valuabkle Empl-u-'v\ee for 20097 for her interper-
sonal skalls (H. Maguchr, personal commumnscasson, January 30, 2000).

A recent international swurvey of execative recraiters showed that betng bilingaal is
critical to success i business ("Developing Forsign Langnage Skills,™ 2008). According
b this survey, BS peroent of Furopean recnuters, 88 percent of Asian recrurters, and 95
percent of those in Latin America stressed the importance of speaking at beast oo
langnages in today’s global wrﬁ:plﬂ:L As Jenrdfer T-nr.rﬁ. CEO of Pacthca Corp.,
emphasized: “Although English re the d languages of intermanonal
business, mulinlngal executives clearly have the competitive advantage. This advan-
tage will only increase with the contmed globalizarion of commerce™ (2= cred in
“"IDeveloping Foregn Language Skills,™ 2008). Stockard Plastcs, one of BPMs major
custoemeers, boasts that its employess collectavely know meors than 70 languages, every-
thing from Albantan to Yormba.

FLamguege Troimmg Mess Be Reciprocal

But langmnage trainming has o be reciprocal — for natwe as well as non-native
speakers —if commumication s o succeed. Sadly, even though forergn language
instruction s on the rise, “fewer than 1 in B stadents at 115, colleges major 1n [a]
foreign language”™ (Crooromes, 2010). Unfortunately, this 1s the case wath BEPM's
native-speaking smployess. However, many of the mtermational workers PR
needs bo recrust are bi- or even mmlingmal. In Inda, Israel, or Sowuth Africa, for
example, the average worker spraks two or more languages every day to conduoct
buaszress

Since RPM needs o recruit such workers, we have to learn more abowt the
cultures and lamnguages 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 g’ e relfprowe b comdforeigmnlanguape ol We
alz=n need to network with internatonal employes groups to sobicit their help and
adwvice.

Conclusion

To mmpch:-:ln ﬂwg]nba] m.a:k:l:pla.l:-: BPM muass ﬂ'npha.ﬂz: culiural |:|.|1.1:':rn1.v
muoch more s corporate misston and throonghoot the workplace. Throogh s
policres and programs, BEPM muos: aggressively recrt and retain an mereasing
mumber of technologically educated and experienced multnatonal workers who
are in great demand today, and wall be sven more so over the next ten o recenry
years. These workers can help RPM increases our intermanional customer base and
advance the state of owr tcd:m]n:g}-. Bu: we need 1o ensare thas the Wk]ﬂ.l.c: is
senmtive o their cobrural, religiones, and commumicanon nesds. Providing squoal
opportumtes, diversity tradrng and mﬁ:mﬁ_ anmd zu}'-t-u-unﬂ-:sunﬂ buasiness
docnmenes: woill k-::p RP"d Ej.n'lzuﬂ}- -:ump:utr: in !nl_—rl.l:ll‘.l.l.‘IE and r\c‘ta.uung these
eszennal employvess. We can expand our markers only by making a commitment
ter learm about and respece other caltores and their ways of doing bosiness.

Recommendations

By implementing the folloermg recommendations, based on the conclusions
reached m this report, BPM Tadhnologies can succeed in hining and prn.rnn-r.lng
the IT multinanonal professionals ocer company needs for fumre success m
teday’s global economy.

1. Reonot mulonanonal workers more effectively throngh our website, toter-
nanonal h.iz'.ing sp-:l:ia].isu\, and wisrts o Du-llcge anmd un.i'\.'\:r:i.‘l}- Camipuses
here and abroad while working more closey with the Immigradon and
Maturalization Service {15} to retain mulirnasionals.

2. Estabhsh a mentonng program to wdenofy and foster leadershap abihines in
multinational employees, resaling in retatming and promoting these
workers.

3. Promote cultural senmowviey and networking groups comprsing both
:l:l'u.'lr.i.narjan.a]:u'hd native English-speaking employees.

4. Foster a gn:up = cultoral ties by actively snupporting such work-related
orgamzatons as the Hispamc Orgamzateon for Advocacy and Leadershop
(HOLAL

5. Dewvelop educarronal materials for employess who are natve speakers of
Enghsh about the culiural rradrons of therr mulonanonal co-workers.

&, Fleassess amd .i.da.pl: RPM's d.a}-l:i:rz faciliges 1o more d’ﬁ:cl:vd:)r me=t the
needs of children of muldnational =mployess.

7. Supply relevant ranslatyons and plam-Engleh vermons of company hamad-
books, marmals, new regulations, msurance policies, safety codes, and
other haman rescurce documents.

& Develop forsgn language traming programs o enhance commuonicanion
and collaboration between mulonatiomal and mative speaker employees at
RPM.
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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:
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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.

\_ W,
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