
Rewriting Recommendations Essay as Report
Directions: The following recommendation is written as a traditional essay. Rewrite it as a report, placing information under appropriate headings. Feel free to edit the parts of the report to improve the style, add graphics, and restructure the major divisions.

Mrs. Williams, you have indicated your interest in purchasing a personal watercraft for your family. You mentioned that you like the WATERJUMPER, which we have in stock. We also have the PROFESSIONAL SKI. After you came into our store the other day, I compared these two crafts to the criteria you stated: safety, capacity, and cost.


You stated that you have three children who would use the jet ski and that you were concerned about the safety of the ski. As a result, I ranked safety as the first criterion. I ranked size as the second criterion so that two of your children or a parent and a child could enjoy the ski at once. You said you could afford to add $2,500 to the money you would earn from selling the jet ski you presently own. Your current jet ski is four years old and will probably bring in half of its original cost of $4,500. Add $2,500 to $2,250 and you have $4,750 to spend on a new jet ski. I ranked cost as the third criterion.


Both skis come equipped with standard safety devices. Neither ski has a propeller, which means there is no metal prop turning in the water that can injure arms or legs that get in its way. Both skis are uprighting; that is, they will stand back up on their own if they are knocked over. A lanyard attached to the driver's arm will automatically shut off the ski if the driver is thrown off. In addition, both skis are designed to circle slowly if the driver is thrown from the craft.  


The new jet ski must accommodate two people. I compared the size of the PROFESSIONAL SKI to the size of the WATERJUMPER. The PROFESSIONAL SKI is 109.1 inches long and 40.2 inches wide. The width allows two people to ride the jet ski. Also, the engine is larger and has more horsepower in order to pull additional riders. The gas tank holds 7.9 gallons for longer rides and fewer fill-ups. The WATERJUMPER is 95.7 inches long and 34.6 inches wide. It is made to carry only one person at a time. The smaller engine will not allow two people to ride as in the PROFESSIONAL SKI. The WATERJUMPER holds only 6.6 gallons in the gas tank. In conclusion, the PROFESSIONAL SKI can pull and carry people with ease.


The cost of the new jet ski cannot exceed $4,750. The total cost of the PROFESSIONAL SKI is $4,680. The PROFESSIONAL SKI costs $3,000. Add to the cost of the ski the cost of the trailer at $900, the reserve tank at $500, the rooster tail at $100, and tax at $180. The total cost of the WATERJUMPER is $4,160. Included in this cost are the ski at $3,000, the trailer at $900, the rooster tail at $100, and tax at $160. Both jet skis are under the $4,750 budget. The prices of the two are close, but the PROFESSIONAL SKI has an extra item.


I recommend that you purchase the PROFESSIONAL SKI. The PROFESSIONAL SKI is the best buy for the serious jet skier. First, the PROFESSIONAL SKI has standard safety features. Second, the size allows you to carry two people at one time. Third, the cost is within your budget.
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