
Making Decisions about Reports Worksheet
You are a supervisor for Waco Fast Food Industries in Indiana. Last week was a busy week. Dan Delvino visited Robotics International to learn how a robot can save time in fast food chains. Robots can now be designed to wait on customers and wrap food. In one of the new products labs run by Osaki Timera, a technician was burned while trying to test low fat oils in which to cook fried foods. He was sent to the emergency room with second-degree burns on his right forearm. Insurance reports are pending. Also, a symposium on fair hiring practices, sponsored by the state of Indiana, is being held in Gary. The laws are changing and you feel someone, probably Linda Flagstone of Personnel, should go to see how the new laws will impact Waco. 

In the meantime, the company is considering purchasing a new line of meat slicers for its restaurant chains. You would like Penny Nelson to make a presentation at the next board meeting on the efficiency of the new meat slicers. You notice you are behind in your reading of the company periodicals. Your supervisor put two recent issues of Food Entrepreneur on your desk and told you to have them read by the next meeting with a summary of what's important in each article. The meeting is tomorrow and you haven't touched the articles. You wonder if your secretary, Allen Gorham, could read them for you and give you a condensed version. 

With all that's been happening, you need several reports immediately from your crew. Write memos to each of these crew members telling them what kind of report you expect, including any special instructions and the date by which you need his or her report.
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