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Short Informal Report (Collaborative)
Justification/Recommendation Report (qtd. and modified from Guffey & Loewy, 2013, pp.
272)
Developing an Organizational Media Policy
As a manager in a midsized insurance firm, you are aware that members of your department
frequently use email, social networking sites, instant messaging, and web browsing for private
messages, shopping, and games. In addition to the strain on computer facilities, you worry about
declining productivity, security problems, and liability issues. Although workplace privacy is a
controversial issue for unions and employee rights groups, employers have legitimate reasons for
wanting to know what is happening on their computers or during the time they are paying their
employees to work. A high percentage of lawsuits involve the use and abuse of email or other
social media. You have voiced your concerns informally with another manager, who agreed with
your concerns. You both think that the executive council should establish some kind of email,
web use, and social media policy. The council is generally receptive to sound suggestions,
especially if they are inexpensive. At present, no explicit media use policy exists, and you both
fear that the executive council is not fully aware of the dangers. Together, you decide to write a
justification/recommendation report discussing social media policies for similar companies so
that the executive council understands the issue more fully.
Your Task
With your partner, using the web and electronic databases, find information about other firms’
adoption of such policies. Look for examples of companies struggling with lawsuits over abuse
of technology on the job. In your report, consider the types of media use that might be covered in
your company’s social media policy. Should you describe suitable policies? Should you
recommend computer monitoring and surveillance software? Should the policy cover instant
messaging, social networking sites, blogging, or other use? You should present information for
the policy keeping in mind your own inclinations for the actual policy and negotiating
differences of opinion. Collaboratively write a convincing report using a memo format to the
executive council based on the conclusions you draw from your research and discussion to
illustrate the importance of considering a social media policy. Your report should be 3-5 pages,
single-spaced.
Grading Criteria
This assignment will be graded according to the following criteria:
• How well the requirements for the document are followed
• How effective the document is in accomplishing the task involved
• How well the audience is considered
• Correct document format
• Mechanical and grammatical correctness of each letter
Due Dates
A rough draft of this report will be due on Wednesday, October 8 by 11:59 p.m. for peer review
Final Drafts of these documents must be posted on Blackboard by Friday, October 10, at 11:59
p.m.

