GUIDELINES FOR WRITING A CASE STUDY ANALYSIS
A case study analysis requires you to investigate a business problem, examine the alternative solutions, and propose the most effective solution using supporting evidence. 
Preparing the Case
Before you begin writing, follow these guidelines to help you prepare and understand the case study:
1. Read and examine the case thoroughly
· Take notes, highlight relevant facts, underline key problems.
2. Focus your analysis 
· Identify two to five key problems
· Why do they exist?
· How do they impact the organization?
· Who is responsible for them?
3. Uncover possible solutions
· Review course readings, discussions, outside research, your experience.
4. Select the best solution
· Consider strong supporting evidence, pros, and cons: is this solution realistic? 
Drafting the Case
Once you have gathered the necessary information, a draft of your analysis should include these sections: 
1. Introduction
Company profile
Vision &  Mission
Target audience
· [bookmark: _GoBack]Identify the key problems and issues in the case study.
· Formulate and include a thesis statement, summarizing the outcome of your analysis in 1–2 sentences.
2. Background
The type of products (with pictures and descriptions)
Types of promotions
The websites
Employment criteria
· Set the scene: background information, relevant facts, and the most important issues.
· Demonstrate that you have researched the problems in this case study.
3. Alternatives
· Outline possible alternatives (not necessarily all of them) 
· Explain why alternatives were rejected 
· Constraints/reasons
· Why are alternatives not possible at this time? 
4. Proposed Solution
· Provide one specific and realistic solution
· Explain why this solution was chosen
· Support this solution with solid evidence
· Concepts from class (text readings, discussions, lectures)
· Outside research
· Personal experience (anecdotes)
5. Recommendations
· Determine and discuss specific strategies for accomplishing the proposed solution.
· If applicable, recommend further action to resolve some of the issues
· What should be done and who should do it?
Finalizing the Case
After you have composed the first draft of your case study analysis, read through it to check for any gaps or inconsistencies in content or structure: Is your thesis statement clear and direct? Have you provided solid evidence? Is any component from the analysis missing?
When you make the necessary revisions, proofread and edit your analysis before submitting the final draft. (Refer to Proofreading and Editing Strategies to guide you at this stage).











































PERSONAL WRITING
Personal writing is subjective (based on personal opinions or feelings rather than facts or evidence). When you write personal papers, the content of your writing is based on your own observation, experience, or opinion. Writing assignments that ask you to state your opinion about an issue, to document what you observed, to relate a subject to your own life, to share a story, or to provide a description of a person, place, object, or event are considered personal papers. Personal opinion and narrative essays fall into this category, as do some reflective papers. If you have ever written a paper about what you did on your summer vacation or given your opinion about an issue, you have written a personal paper. Personal writing asks what you think about a subject or what you observed or experienced.

In personal papers, you are the speaker, so you use the pronouns, I, me, my, mine, we, or our. These pronouns are known as first–person pronouns, so this type of writing is said to be from a first–person point of view. In personal papers, you are also speaking directly to your readers, so the use of the pronouns you or your, which are called second–person pronouns, is also permitted. In personal writing, you must state your position or opinion on an issue and support your point of view with reasons, examples, personal anecdotes (a short, personal story about an incident or an event), illustrations, or stories. Below is an example of a paragraph from a personal paper about growing vegetables.
I learned to grow a vegetable garden when I was a young child. Every spring, my mother and I would work together to prepare the vegetable beds. Then, I would plant the seeds according to the directions on the back of each vegetable seed package. I would look forward to checking the garden each day. When the seeds began to sprout, I always thought it was magical.

DIFFERENCES BETWEEN FIRST AND THIRD PERSON
Personal Writing, such as for a reflective essay, or a "personal response" discussion posting, can be written in the first person (using "I" and "me"), and may use personal opinions and anecdotes as evidence for the point you are trying to make. All other Ashford papers (Exposition, Persuasion, and Research Papers) should generally be written in third person, and should use only credible academic sources to support your argument.
EXAMPLES OF FIRST AND THIRD PERSON WRITING
First person example (only acceptable for personal writing) 
I think Shakespeare's play Hamlet is about the relationships between family members. I really liked the play, and in some ways the characters reminded me of my own family.
Third person correction (appropriate for all other academic writing)
Shakespeare's play Hamlet deals with the relationships between family members. In Examining Hamlet, Arnold Latimer describes these relationships as "conflicted" (2005, pg. 327).

Explanation: In the second example, the pronouns "I" and "me" have been omitted, and academic sources are used as evidence. 
First person example (only acceptable for personal writing)
The theory of learning that I relate to the most is Bandura's social cognitive theory. This is the theory that you can learn to do things by observing others. I know this theory is true because I learned how to fix cars by watching my dad over many years.

Third person correction (appropriate for all other academic writing)
Albert Bandura's social cognitive theory is based on the idea that people can acquire knowledge by observing others through social interaction. This theory was demonstrated through Bandura's "Bobo Doll" experiment (1961).

Explanation: In the second examples, the focus is on objective facts, rather than on what "I" think, and academic sources are used as evidence.


EXPOSITORY WRITING
Exposition, or expository writing, shares information or explains a subject to readers. You may have prior knowledge of a subject that you communicate to readers, or you may be required to write a combination paper in which you share your own ideas along with information you found by conducting research on the topic. Writing assignments that ask you to compare and contrast two ideas, to discuss problems and solutions, to critique an article you have read, to explain a concept or a process, to write a report, to summarize what you have learned, or to analyze issues all require an expository paper.

Expository writing should be objective (based on facts or observable data rather than opinion and undistorted by persona interpretation, emotion, or bias). Unlike personal or persuasive writing, you should not share your personal opinion about the topic or judge the information you present. Your task is simply to present it as fairly and accurately as you can. Because expository writing focuses on the subject matter, it generally uses a third–person point of view (he, she, they, the subject, the author).

The example below illustrates an expository paragraph about growing vegetables.

Growing vegetables requires planting seeds or seedlings (which are small plants) in the garden, when no threat of frost exists. Small seedlings are tender and can be easily damaged when their fine roots are exposed to air or disturbed during the transplanting process. This condition, known as "transplant shock," can prevent the plants from thriving in their new environment or may even kill them. To prevent transplant shock, seedlings should be watered with a solution of vitamin B–1 immediately after they are planted.

PERSUASIVE WRITING
Persuasion is an attempt to influence others to adopt a certain belief or point of view or to convince them to take some action. Whenever we attempt to get others to accept our opinion on a subject, to agree with our point of view on an issue, or to take some action we recommend, we are engaged in persuasion. 
Argument is a specific type of persuasive writing in which you follow a structured process for persuading others, primarily through logical reasoning.
Persuasive writing and argument may use a variety of approaches to achieve their purposes. These papers are often written using a third–person point of view to keep the writing focused on the issue, and they use logic to appeal to readers. However, in some papers you may want to engage readers in the discussion, so you may talk to them directly using a second–person point of view (you, your) or create a bond with them by using a first–person plural point of view (we, our). A portion of a persuasive paper is shown below as an example.
Planting vegetables in a home garden can be an exciting and satisfying hobby. It can be gratifying to serve your home–grown vegetables at family meals or to share your harvest with neighbors. Not only is it fun to watch the plants mature and to inspect the progress of the vegetables as they grow, but the taste of home–grown vegetables cannot be beat. While others are buying tasteless hothouse tomatoes at the grocery story this summer, you could be harvesting vine–ripened tomatoes from your own backyard.




RESEARCH WRITING
Research papers require you to write about a subject using information you gather from outside sources. These types of assignments may also be called term papers, informative or analytical reports, or case studies. 

When you write a research paper, imagine yourself as a scientist or an investigative reporter trying to uncover the facts. You must remain objective and not form an opinion or force the information to fit your preconceived ideas. Remember that you are engaged in a search to find the answer to the question, "What is the truth about this subject?"

Writing a research paper requires that you gather information and organize that information until a picture begins to emerge. You might think of research or analytical writing as a jigsaw puzzle in which you search for pieces of a puzzle and put them together in a logical way to form a conclusion. Research papers also require you to critically evaluate an issue or to compare two or more theories or systems. You may start out with an idea of what you think you might find (called a hypothesis), but you must keep an open mind, suspend judgment, follow the evidence, and see where it leads you.

When you write a research paper, your purpose is to share with readers the information you found in outside sources about your topic. As a scientist or an investigator, you simply report the facts; you do not add your personal opinion. In this type of writing, the conclusion you reach is the one supported by the facts you found in your research. Here is an example of a paragraph from this type of paper.

Growing summer vegetables in the Pacific Northwest is challenging. Tomatoes, for example, thrive in warm weather, and most do not fare well when nighttime temperatures fall below 55 degrees Fahrenheit. [Include source of information here in APA style.] Pacific Northwest summer evening temperatures are often below this threshold. Only about two weeks of the year can gardeners count on nighttime temperatures consistently above 55 degrees. [Include source of information here in APA style.] However, gardeners can have success if they choose the right tomato varieties for this climate and correctly time the planting of their tomato seedlings.


_________________
BUSINESS WRITING
GUIDELINES FOR WRITING A CASE STUDY ANALYSIS
A case study analysis requires you to investigate a business problem, examine the alternative solutions, and propose the most effective solution using supporting evidence. To see an annotated sample of a Case Study Analysis, click here.
Preparing the Case
Before you begin writing, follow these guidelines to help you prepare and understand the case study:
1. Read and examine the case thoroughly
· Take notes, highlight relevant facts, underline key problems.
2. Focus your analysis 
· Identify two to five key problems
· Why do they exist?
· How do they impact the organization?
· Who is responsible for them?
3. Uncover possible solutions
· Review course readings, discussions, outside research, your experience.
4. Select the best solution
· Consider strong supporting evidence, pros, and cons: is this solution realistic? 
Drafting the Case
Once you have gathered the necessary information, a draft of your analysis should include these sections: 
1. Introduction
· Identify the key problems and issues in the case study.
· Formulate and include a thesis statement, summarizing the outcome of your analysis in 1–2 sentences.
2. Background
· Set the scene: background information, relevant facts, and the most important issues.
· Demonstrate that you have researched the problems in this case study.
3. Alternatives
· Outline possible alternatives (not necessarily all of them) 
· Explain why alternatives were rejected 
· Constraints/reasons
· Why are alternatives not possible at this time? 
4. Proposed Solution
· Provide one specific and realistic solution
· Explain why this solution was chosen
· Support this solution with solid evidence
· Concepts from class (text readings, discussions, lectures)
· Outside research
· Personal experience (anecdotes)
5. Recommendations
· Determine and discuss specific strategies for accomplishing the proposed solution.
· If applicable, recommend further action to resolve some of the issues
· What should be done and who should do it?
Finalizing the Case
After you have composed the first draft of your case study analysis, read through it to check for any gaps or inconsistencies in content or structure: Is your thesis statement clear and direct? Have you provided solid evidence? Is any component from the analysis missing?
When you make the necessary revisions, proofread and edit your analysis before submitting the final draft. (Refer to Proofreading and Editing Strategies to guide you at this stage).

GUIDELINES FOR WRITING AN EXECUTIVE SUMMARY
An executive summary is a concise summary of a business report. It restates the purpose of the report, it highlights the major points of the report, and it describes any results, conclusions, or recommendations from the report.
Moreover, an executive summary should be aimed at a particular audience, one that is interested in and wants to learn more about the purpose—or message—of the main report.
Also, the audience should be able to acquire the information it needs without having to read the whole report. 
An Executive Summary Should… 
· Be presented as a document that can stand on its own;
· Be one to three pages, depending on the length of the report;
· Be written in a formal tone, avoiding the use of first person pronouns (I, we, our, etc.)
When Writing an Executive Summary, Refer to These Guidelines: 
· Clearly state the purpose of the report. Remember that your audience may not have much time, so they should know this information immediately.
· Present the major points in the same order they are written in the report. Organization is key for communicating your message. Also, avoid introducing information that is not addressed in the report;
· Summarize the results, conclusions, or recommendations made in the report. Inform your audience quickly and thoroughly instead of having them guess;
· Use headings as needed, but phrase them differently from those in the report. This will keep your summary organized while avoiding redundant language;
· Format the summary in the same way as the report;
· Reread the summary carefully and ask yourself, "Is my message clear? Did I include key recommendations? Could my audience peruse this without missing the main point? Would I be interested in the full report based on this summary?"
· Proofread and edit;
· Have a non–business person read the summary—a friend, relative, spouse. How did she/he react? What parts were confusing or unclear? Her/his reaction might be similar to that of a business person. Revise as necessary.
________________________

ACADEMIC VOICE
Writing assignments at the university level require that students adopt a formal tone of communication known as academic voice. This tone differs from conversational ways of speaking that include slang, contractions, intimate language, colloquialisms, and other informalities. Often (but not always), academic voice avoids "I" statements and "announcing" strategies or signals such as "In this paper, I will discuss... ." Academic voice is a formal way of writing and speaking that is clear, straightforward, and professional without sounding fancy or using unnecessarily complicated vocabulary words. The central components of academic voice include:
· declarative statements
· avoiding casual language
· authoritative register (voice)


Make Declarative Statements
Perhaps the most important part of academic voice is creating declarative statements. They are the same as "I" statements, only the "I" is hidden. For example:
	"I" Statement:
	I think that school uniforms benefit students by eliminating competition based on designer labels.

	Declarative Statement:
	School uniforms benefit students by eliminating competition based on designer labels.


Often you can create a declarative statement from your "I" statement or announcement merely by deleting the "I" part of the sentence. Make authoritative statements - declare your point.


Avoid Casual Language
Writing at the university level requires a professionalized communication style. Be formal, but not fancy. Picture an audience of academic peers, not friends. Remove the "sound" of your casual conversational style and avoid contractions like "can't" or "don't." Think about the language you read in a textbook or academic journal - most academic publications do not use contractions, words like "okay," or storytelling indicators like, "then," "next," and "after that." They also do not address the reader casually with the word "you." And of course, always avoid using foul language or off-color humor. 
TIP: One way to teach yourself formal language is to read newspapers, textbooks, academic journals, and nonfiction publications. 


Develop an Authoritative Register
A "register" is the type of language you use in a specific setting. For instance, you speak differently to your friends than you do to your boss, your professor, or your faith leader. In each setting, you use a different register based on what you understand is appropriate behavior for that environment. There's a reason people don't swear in church: It is the recognition that certain types of speech are not appropriate for certain situations.
Students should strive to develop an authoritative register. To have authority over a subject is to know that you have done your research and can support your declarative statements. As students become content experts in their fields of study, they should adopt an authoritative register. This eliminates casual language and relies on informed, declarative statements. 


Transforming Informal Language into Academic Voice
Here is an example of informal language:
Hey, let me get your opinion on this: When people tell a story, which do you prefer? A person who repeats themselves even if their point is already addressed or someone who keeps it simple and gets to the point? If you're like me, then you probably want the person that gets to the point. Most people nowadays would prefer someone to keep it short, simple, and cut to the chase. This happens with social encounters at work, with friends, with family, on t.v., the radio, or wherever people communicate. 
Here is that same paragraph re-written in a formal tone:
People tend to enjoy speakers who do not repeat themselves, but who keep their message quick and to the point. In a fast-paced world, people prefer someone to keep a story short and simple. Brief, effective communication can enhance social encounters at work, with friends, and with family, and may even relay messages better on television, over the radio, or wherever people communicate.
END
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