
The Business Brief  Assignment 

The Business Communication Lab,

Sam M. Walton College of  Business, University of  Arkansas



Business writing assignment: 

business brief

Due on October 15th at 11:59 pm  



To Recap…

Business Communication vs. Academic Writing

• Audience-driven

• Goal-minded

• Front-loaded

• Personal opinions

• “Fluff ” language

• Build-up to reveal







• Is front-loaded and audience driven

• Has a clear recommendation

Business brief

• Synthesis > Summary



The focus

• What recommendations do you make for 

retention policies?

o Always back-up your recommendation!



• Who is your audience?

• What do they know?

• What do they need to know?

Audience



How do I start?

• Consider your audience:  WBF executives 

• Consider your job: Research and recommend

• Consider what is needed: 2 concise suggestions



How do I do my “job?”

• Analyze facts

• Locate patterns

• Rank importance

• Provide recommendation



SYNTHESIZE, DON’T SUMMARIZE! 

Synthesis means putting 

parts of an element 

together to make a whole.



How do I approach the readings?

• What matters?

• What matches?

• Where did it come from?



Integrating sources

• Make it flow

• Always give credit

• Paraphrase



Correct references page format

Have a centered title

Have space between resources

List your sources 

alphabetically in APA 

format



Correct brief  format

1 inch 

margins

Title with a line break

Left-

aligned

No page 

numbers 

needed

1 line break



Revise, revise, revise

Re-read

Edit

Repeat



Use your resources!

Make an appointment with the BCL

walton.mywconline.com

Check out our online resources

https://wordpressua.uark.edu/bclresources/

walton.mywconline.com
https://wordpressua.uark.edu/bclresources/


Screenshots of fall schedule//how to make an 
appointment



Screenshots of fall schedule//how to make an 
appointment





Screenshots of FBC Blackboard//how to submit



Screenshots of FBC Blackboard//how to submit



• Grades will be posted within 2 weeks of  the 

deadline

• Your score is determined by a rubric
o Purpose & Audience

o Organization & Synthesis

o Professionalism & Style

o Grammar & Punctuation

o Genre conventions & Format



Final tips

• Front-load

• Consider your audience

• Recommend with facts

• Synthesize

• Edit and get feedback!



Visit the Business Communication Lab, WCOB 118

Check our website, online schedule, or social media 

(#WaltonBCL, @Walton_BCL) for additional resources

https://walton.uark.edu/business-communication-lab/
https://walton.mywconline.com/
https://www.facebook.com/WaltonBCL
https://twitter.com/Walton_BCL

