TO: Sam Smith
FROM: Hunter Jones
DATE: [NOW]
SUBJECT: Proposed Changes to Action Plan Memo
After reviewing your action plan memo and the research, I would recommend rethinking [state largest concern you have]. The reason this aspect of your memo needs the most revision is that [state why it is a substantive error – either it’s one thing that could sink the entire plan or it’s a pattern of errors around a similar concept that severely damages his credibility]. In your memo, you state [provide exact phrasing to illustrate the error]. What I would recommend you say instead is [provide recommendation based on the sources or best practices].
While that error needs addressing, I do like how you discuss [name area you found convincing]. I particularly like how you stated, [quote from original memo]. That point [elaborate on what was good about that section, sentence, etc.]
Following these two items, you can synthesize any minor errors or patterns of errors that jumped out to you, or simply conclude your one-page maximum response. Be sure that you do none of the following:
· Write as if you were a superior; remember, you’re a coworker, not his supervisor
· Fail to specify one specific major error and strong aspect of his original plan
· Fail to provide phrasing from the memo indicating these aspects
· List out errors in a bulleted or numbered list; the goal instead is to give Sam focused feedback

· 

TO: McMillon-Hunt Leadership
FROM: Sam Smith, Project Manager
DATE: [NOW]
SUBJECT: Preliminary Action Plan for Production Team Communication Challenges
Since my return to Mexico, our project has suffered from several communication breakdowns at our partner facilities. Despite holding weekly team meetings and conducting individual check-ins, I have not received timely or substantive updates from engineers and floor supervisors regarding product quality and failed pressure tests. After extensive analysis, I have determined that the challenges stem from cultural differences between our management and our partners in Mexico.  The proposed action steps below should resolve the situation and the project back on track. 	Comment by Ryan Sheets: NOTE TO STUDENTS:

If you want to delete something from Sam's original memo, just turn on Track Changes and delete it. If it's a substantive deletion, it might be worth a short note.

Also, this deletion was solely for illustrative purposes; my deleting it as an example is not an indication that it needs deleting.

How to turn on Track Changes: https://support.microsoft.com/en-us/office/track-changes-in-word-197ba630-0f5f-4a8e-9a77-3712475e806a

Action Plan:
Research on the cultural differences between Mexico and the US demonstrate that Mexicans score far higher on power distance and uncertainty measures than Americans. [footnoteRef:1] A high power distance score means that people accept hierarchy and that subordinates expect to be told exactly what to do whereas a high uncertainty avoidance denotes a low tolerance for uncertainty. The team in Mexico needs more rigid structures and a more authoritative management persona than has currently been provided. Given that the failed pressure tests resulted from a problem that, were it reported earlier, could have been corrected with minimal rework, stronger standards and process controls such as these will correct the issue:	Comment by Ryan Sheets: Sam,  I think you should rework this sentence because [state the problem with it]. When I looked over the sources you quoted, I found [state the error]; you can see for yourself in [give location of your analysis in original source and link to it]. I would recommend you instead focus on [provide correction, either in idea or rephrasing the original error for Sam].
 [1:  See the research of Edward T. Hall, Erin Meyer, and Geert Hofstede, namely: https://geerthofstede.com/country-comparison-bar-charts/ ] 

1. Increase meeting frequency: I will schedule brief 15-minute formal check-in meetings with each engineer over the next two weeks to re-establish a chain of command as well as daily stand-up meetings until issues are resolved. These interactions can allow for raising concerns that employees may hesitate to raise in group settings. This is important because Mexico views authority and uncertainty different than the US and allowances must be made for these differences. The team’s high power distance orientation means they want clear direction from those above them. A more authoritative management style and tighter chain of command is the correct response to the silence we’ve experienced. The team will simply respond better to direction than being asked for input. Also, regular check-ins will reduce the window for issues to go unreported, thus increasing performance and reducing delays.[footnoteRef:2] [2:  S. Garr, “Why Your Team Members Need Daily Check-Ins” HBR September 19, 2022: https://hbr.org/2022/09/why-your-team-members-need-daily-check-ins ] 

2. Implement a standardized weekly status report template: research from McKinsey demonstrates that organizations with standardized communication processes see better outcomes. This report template will eliminate ambiguity about what I need and when I need it and will help the team bounce back from these issues.[footnoteRef:3] [3:  A. Stoverink, B. Kirkman, S. Mistry, and B. Rosen, “Bouncing Back Together: Toward a Theoretical Model of Work Team Resilience,” Academy of Management Review (2020), https://doi.org/10.5465/amr.2017.0005 ] 

3. Establish a clear escalation policy: team members will report any deviations from product specifications within 24 hours of the time of discovery. I will communication this verbally and follow up in writing. A direct accountability structure is consistent for project management best practices in manufacturing environment since poor communication is the leading cause of project failure[footnoteRef:4]  [4:  Project Management Institute, Communication: The Message Is Clear (white paper, 2013), https://www.pmi.org/-/media/pmi/documents/public/pdf/white-papers/communications.pdf. See also the Project Management Institute’s PMBOK Guide (2025).] 


Conclusion:
Upon acceptance of my proposal by senior management, I plan to present these new plans in person at the next formal weekly meeting. The team is aware that management is unhappy with their performance and wants a resolution as much as we do. These changes will take effect immediately. By implementing the steps above, I am confident we can get production back on schedule.

