Good Business Document Formatting
Going from Paragraph Form to Hybrid Form

The Rationale for a Hybrid Form Business Document:

When writing business documents one must pay a great deal of attention to the structure and layout of the document because the documents (memos, proposals, etc.) are “working documents.”  This status has two elements.  First, the document may circulate to many people who may only be interested in a part of the document (e.g. finance dept just wants to see your break even numbers), and second, most people will not have been involved in the idea or document creation process.  Thus, as the writer of a business document you must make it clear, organized and easy to navigate.  
The Definition of a Hybrid Form Business Document

Since, the goal is to create a document that allows people to jump easily to the sections that are relevant to them, and to have all readers be able to “see” your underlying logic and structure, the best way to achieve this is to take the best of the paragraph form, and the best of the outline form, and merge these.  A pure paragraph form has depth of thought and fully developed ideas, however it hides the structure of the idea in the writing while it also leaves the structure of the document open to a great deal of interpretation.  On the other hand a pure outline form is visibly organized and easy to follow, but lacks the depth of explanation and analysis required to be convincing and thorough.  Thus, the style to pursue is the hybrid form where the outline of the ideas is still visible on the page, but the ideas are expanded via well written short paragraphs.

The Evolution of a Hybrid Form Document:

On the four pages that follow you can see a document evolve from poor to good.  Your business writing should strive to achieve the style demonstrated in the final version.   While the format changes drastically, notice that the content of the proposal is almost exactly the same in all four versions.  

· Version 1: Bad Paragraph Form

In this case there is no use of formatting (bolding, underlining, indenting, bullets, lists, etc.) and in addition the ideas of the document are illogically crammed into two paragraphs even though there six separate ideas being proposed.  
· Version 2: Paragraph Form

In this case the individual paragraphs represent unique ideas (as paragraphs should) but the document still does not use any formatting.  In this case your grammar teacher might be satisfied, but the business document standard is still not being met.
· Version 3: Minimal Business Formatting

This version has now started to add formatting to make the organization of the document more explicit.  However, this document can still be easily improved.  First, the six main sections are still unlabeled and thus it is not easy to know which section deals with which idea.  Second, the overall organization of the document (vision, activities, schedule) is not visible or clear.  Last, the schedule is still in paragraph form which is much harder to follow and refer to.
· Version 4: Full Business Formatting

This document is the best “business document” as it is visibly organized and easy to navigate.  Specifically, titles have been added to each section to label their content, a table is used to help make the schedule clear, and the three main titles (vision, activities, schedule) have been unified in language and style which makes the overall organization of the proposal more visible to the reader.  

The Hybrid Form Process:

To achieve a well executed hybrid form, the quality of the ideas in the document must be strong and well supported; otherwise the paragraph component of the document will be weak.  In addition, the ideas must be highly organized, otherwise what to bold, underline, and such will be unclear or come across as random.  Thus, to successfully achieve this form requires a multiple draft process by which the writer strives to have both depth and structure to the ideas.  Rarely can this be accomplished in a single version.  Yes, this requires more work, but the multiple version approach will help achieve the best hybrid form, and the benefits of this hybrid form will be worth the effort.

Proposal for a Partnership between Beckman Insurance Group and 

WMU’s Sales & Business Marketing Program

The partnership vision is that the two organizations, Beckman Insurance Group and WMU’s Sales and Business Marketing Program, create a mutual, high-value partnership focused around the development of sales talent.  Many activities would be part of the partnership.  These are discussed below.
Beckman opens their sales talent search to include candidates from WMU’s SBM program.  The faculty of the SBM program will help direct high quality students in the direction of Beckman’s opportunities.  Beckman would visit WMU’s campus to do interviews in both the Fall and Winter semester.  The logistics of this would be arranged by WMU’s Office of Career Services (“BroncoJobs” office) and the faculty of the SBM program.  The next part of the partnership would be internships.  Launching in the Summer of 2003, Beckman provides sales internships to 2-3 students from WMU’s SBM program.  The internships would provide Beckman an opportunity to (a) get some value-adding work done, and (b) “test-drive” some potential hires.  The students would gain summer employment, but more importantly, they would gain valuable “real world” experience.  The internships could focus on relationship development, sales support and field activities.  Another part of the partnership will be scholarships.  Beckman funds two, $500 scholarships for the next three academic years (thus $1000 per year commitment for three years).  Beckman and the faculty of the SBM program can work out the criteria and the SBM program already has in place a recruitment and screening process.  These scholarships would help establish Beckman as an employer of choice amongst the students and help the SBM program ensure the recruitment and retention of top students.

Other activities of the partnership would include having the SBM Club will invite Beckman to come and present to the SBM students at the Haworth College of Business.  The presentation could include a look at the industry, the “day in the life” of a Beckman sales representative, and a discussion of the specific opportunities at Beckman.  This activity also would help to establish Beckman as an employer of choice.  Generally firms that host one of these meetings provide pizza and soda for the students.  In addition to this Beckman would allow for opportunities for students to spend a day in the field with a Beckman representative.  The selection of these students could be done via students who express an interest in the field and/or are recommended by the faculty.   Lastly, a member of Beckman joins the SBM Program’s Advisory Board when it launches in the fall of 2002.  This board will meet twice a year at campus and meet electronically at other times.  The goal of the advisory board is to help guide the SBM Program with special emphasis on keeping the program highly relevant to the employers who recruit the SBM students.

The schedule would include having Beckman join the advisory board, fund the scholarships, set the details of the internship program, attend a SBMA informational meeting, and start the ride along program in Fall of 2002.  In the Winter 2003 time frame we would seek to select the summer 03 Interns, select the scholarship winners, have Beckman attend another SBMA informational meeting, continue the ride along program, and have Beckman visit campus to recruit for the internship program and full-time positions.

Proposal for a Partnership between Beckman Insurance Group and 

WMU’s Sales & Business Marketing Program


The partnership vision is that the two organizations, Beckman Insurance Group and WMU’s Sales and Business Marketing Program, create a mutual, high-value partnership focused around the development of sales talent.  Many activities would be part of the partnership.  These are discussed below.
Beckman opens their sales talent search to include candidates from WMU’s SBM program.  The faculty of the SBM program will help direct high quality students in the direction of Beckman’s opportunities.  Beckman would visit WMU’s campus to do interviews in both the Fall and Winter semester.  The logistics of this would be arranged by WMU’s Office of Career Services (“BroncoJobs” office) and the faculty of the SBM program.

Launching in the Summer of 2003, Beckman provides sales internships to 2-3 students from WMU’s SBM program.  The internships would provide Beckman an opportunity to (a) get some value-adding work done, and (b) “test-drive” some potential hires.  The students would gain summer employment, but more importantly, they would gain valuable “real world” experience.  The internships could focus on relationship development, sales support and field activities.

Beckman funds two, $500 scholarships for the next three academic years (thus $1000 per year commitment for three years).  Beckman and the faculty of the SBM program can work out the criteria and the SBM program already has in place a recruitment and screening process.  These scholarships would help establish Beckman as an employer of choice amongst the students and help the SBM program ensure the recruitment and retention of top students.

The SBM Club will invite Beckman to come and present to the SBM students at the Haworth College of Business.  The presentation could include a look at the industry, the “day in the life” of a Beckman sales representative, and a discussion of the specific opportunities at Beckman.  This activity also would help to establish Beckman as an employer of choice.  Generally firms that host one of these meetings provide pizza and soda for the students.

Beckman would allow for opportunities for students to spend a day in the field with a Beckman representative.  The selection of these students could be done via students who express an interest in the field and/or are recommended by the faculty.  

A member of Beckman joins the SBM Program’s Advisory Board when it launches in the fall of 2002.  This board will meet twice a year at campus and meet electronically at other times.  The goal of the advisory board is to help guide the SBM Program with special emphasis on keeping the program highly relevant to the employers who recruit the SBM students.

The schedule would include having Beckman join the advisory board, fund the scholarships, set the details of the internship program, attend a SBMA informational meeting, and start the ride along program in Fall of 2002.  In the Winter 2003 time frame we would seek to select the summer 03 Interns, select the scholarship winners, have Beckman attend another SBMA informational meeting, continue the ride along program, and have Beckman visit campus to recruit for the internship program and full-time positions.

Proposal for a Partnership between Beckman Insurance Group and 

WMU’s Sales & Business Marketing Program


The vision is that the two organizations, Beckman Insurance Group and WMU’s Sales and Business Marketing Program, create a mutual, high-value partnership focused around the development of sales talent.  The following activities would be part of the partnership:

1.
Beckman opens their sales talent search to include candidates from WMU’s SBM program.  The faculty of the SBM program will help direct high quality students in the direction of Beckman’s opportunities.  Beckman would visit WMU’s campus to do interviews in both the Fall and Winter semester.  The logistics of this would be arranged by WMU’s Office of Career Services (“BroncoJobs” office) and the faculty of the SBM program.

2.
Launching in the Summer of 2003, Beckman provides sales internships to 2-3 students from WMU’s SBM program.  The internships would provide Beckman an opportunity to (a) get some value-adding work done, and (b) “test-drive” some potential hires.  The students would gain summer employment, but more importantly, they would gain valuable “real world” experience.  The internships could focus on relationship development, sales support and field activities.

3.
Beckman funds two, $500 scholarships for the next three academic years (thus $1000 per year commitment for three years).  Beckman and the faculty of the SBM program can work out the criteria and the SBM program already has in place a recruitment and screening process.  These scholarships would help establish Beckman as an employer of choice amongst the students and help the SBM program ensure the recruitment and retention of top students.

4.
The SBM Club will invite Beckman to come and present to the SBM students at the Haworth College of Business.  The presentation could include a look at the industry, the “day in the life” of a Beckman sales representative, and a discussion of the specific opportunities at Beckman.  This activity also would help to establish Beckman as an employer of choice.  Generally firms that host one of these meetings provide pizza and soda for the students.

5.
Beckman would allow for opportunities for students to spend a day in the field with a Beckman representative.  The selection of these students could be done via students who express an interest in the field and/or are recommended by the faculty.  

6.
A member of Beckman joins the SBM Program’s Advisory Board when it launches in the fall of 2002.  This board will meet twice a year at campus and meet electronically at other times.  The goal of the advisory board is to help guide the SBM Program with special emphasis on keeping the program highly relevant to the employers who recruit the SBM students.

The schedule would include having Beckman join the advisory board, fund the scholarships, set the details of the internship program, attend a SBMA informational meeting, and start the ride along program in Fall of 2002.  In the Winter 2003 time frame we would seek to select the summer 03 Interns, select the scholarship winners, have Beckman attend another SBMA informational meeting, continue the ride along program, and have Beckman visit campus to recruit for the internship program and full-time positions.

Proposal for a Partnership between Beckman Insurance Group and 

WMU’s Sales & Business Marketing Program

Partnership Vision:

The two organizations, Beckman Insurance Group and WMU’s Sales and Business Marketing Program, create a mutual, high-value partnership focused around the development of sales talent.

Partnership Activities:

1.
Full-Time Employment Opportunities:  Beckman opens their sales talent search to include candidates from WMU’s SBM program.  The faculty of the SBM program will help direct high quality students in the direction of Beckman’s opportunities.  Beckman would visit WMU’s campus to do interviews in both the Fall and Winter semester.  The logistics of this would be arranged by WMU’s Office of Career Services (“BroncoJobs” office) and the faculty of the SBM program.
2.
Paid Internships:  Launching in the Summer of 2003, Beckman provides sales internships to 2-3 students from WMU’s SBM program.  The internships would provide Beckman an opportunity to (a) get some value-adding work done, and (b) “test-drive” some potential hires.  The students would gain summer employment, but more importantly, they would gain valuable “real world” experience.  The internships could focus on relationship development, sales support and field activities.

3.
Funded Scholarships:  Beckman funds two, $500 scholarships for the next three academic years (thus $1000 per year commitment for three years).  Beckman and the faculty of the SBM program can work out the criteria and the SBM program already has in place a recruitment and screening process.  These scholarships would help establish Beckman as an employer of choice amongst the students and help the SBM program ensure the recruitment and retention of top students.
4.
Information Meeting:  The SBM Club will invite Beckman to come and present to the SBM students at the Haworth College of Business.  The presentation could include a look at the industry, the “day in the life” of a Beckman sales representative, and a discussion of the specific opportunities at Beckman.  This activity also would help to establish Beckman as an employer of choice.  Generally firms that host one of these meetings provide pizza and soda for the students.

5.
Ride-Along Program:  Beckman would allow for opportunities for students to spend a day in the field with a Beckman representative.  The selection of these students could be done via students who express an interest in the field and/or are recommended by the faculty.  

6.
Advisory Board:   A member of Beckman joins the SBM Program’s Advisory Board when it launches in the fall of 2002.  This board will meet twice a year at campus and meet electronically at other times.  The goal of the advisory board is to help guide the SBM Program with special emphasis on keeping the program highly relevant to the employers who recruit the SBM students.

Partnership Schedule:

	Fall 02:  
	Winter 03

	· Join Advisory Board

· Provide funds and criteria for scholarships
· Determine details of internship program

· Conduct informational meeting via SBM Club

· Start ride-along program

· Campus recruitment for December grads

	· Internship participants selected for summer 03

· Scholarship recipients selected (for 03-04 year)
· Conduct informational meeting via SBM Club

· Continue ride-along program

· Campus recruitment for Winter/Spring grads.


