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Date:  September  21, 2013 

To: Members of Field Test Overtime Review Committee 

From: Pete Hansen 

Subject: Communication Plan for Presentation and Read-ahead Materials for FTORC report to 
Management Committee 

This memo to all members of the Field Test Overtime Review Committee (FTORC) describes the 
communication plan on how we are going to present the knowledge and solutions we have accumulated 
over the last three months to AVI Management Committee two weeks from now, on Saturday, October 5, 
2013.  We will be reporting on our resulting recommendations on how the company can resolve employee 
dissatisfaction over field test AVI overtime pay inequities. 

This memo outlines our plan, details a schedule, as well as assigns responsibilities to team members for a 
successful in-person presentation, as well as read-ahead material. 

A Quick Recap 

All of us have been appointed to the FTORC committee to help solve one problem – AVI employees are 
complaining that they are not getting paid enough overtime when they are doing field tests as compared to 
their peers at our rival companies.  

What We Did 

Over the last three months, we have conducted reviews, interviews, and research on the problem 
domain. Here is a summary of what we have accomplished in that time frame. 

1. We interviewed every single AVI employee that has done overtime while doing a field test. 
We talked to them about their concerns, complaints, comments, and suggestions.  

2. We worked with a wide range of experts – consultants, logistics experts, innovative happiness 
consultants, even productivity gurus from the startup world.  

3. We combed through the last 50 year’s research on what makes and keeps top talent. 
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Assessment 

Our one-on-one interviews with AVI employees, our consultants, and research from the top 
universities all revealed one glaring message: happy people perform, and being undervalued is the 
catalyst for current employees to start looking for a new job. Our consultants’ quantitative work 
also revealed that although it may seem as AVI is losing money as we increase pay, we are actually 
saving more dollars in the lifetime of an employee, since keeping current employees happy costs 
far less than hiring and training a new one.  
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Recommendation 

Our resulting findings are the following: 

1. Increase employee overtime pay by 15% to match the industry going rate and that of 
our competitors. 

2. Streamline our testing process and eliminate unnecessary steps to cut overtime needed. 

3. Offer other perks and benefits to appease and soothe employee dissatisfaction. 
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The Communication Plan 
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Figure 1: Our Communication Framework 
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Oral Presentation 

Our identified audience has two viewpoints that we want to address. Gerald Garcia and Victoria 
Valle both want to keep costs down, so we included studies and recommendations on how to do 
just that through streamlining our processes. On the opposite side are Rich Roth and Jean Joplin 
who believe we should always invest in our human capital, so we also included recommendations 
on how to keep our employees happy and motivated, whether that is through compensation or 
other benefits. Because our audience are managers concerned with costs, our presentation should 
include metrics, data, and numbers to back up our claims. However, because our members of our 
management are experts in their respective domains, I want to keep the conversation open for 
further discussion and debate, so I also plan to invite a panel consisting of one logistics expert, one 
human capital development expert, and one productive expert to supplement our presentation. 
With this, we plan not only to persuade, but to show that actual experts can vouch for our 
recommendations. 

Ruth Nimitz will be responsible for assembling a panel and facilitating the discussion. The panel 
members should have agreed by Wednesday, September 25, 2013. 

Problem AVI Employees are complaining about 
field test overtime pay inequity. FTORC 
appointed to assess situation, review 
policy, and come up with 
recommendations. A cumulative report will 
be given through a presentation and read-
ahead material.

Aim Recommend win-win solutions that will 
help AVI keep costs down while satisfying 
employee demands for pay raises.

Audience AVI Management Committee



Audience: Management/Experts  
Aim: Vouch for our recommendations through expert opinions, facilitate further discussion and 
debate 

Fred Assiz will be responsible for assembling the presentation deck. Please upload a draft by 
Wednesday, September 25, 2013 so the rest of the committee can provide feedback, and we can 
iterate from there.  

Audience: Management/Experts  
Aim: Summarize and Aggregate 3-month’s worth of findings and communicate it in a visual way 
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Read-ahead Material 

We were also asked to send read-ahead material by noon of Friday, October 4, 2013. Again, our 
audience is AVI Management who is concerned with costs and keeping talent, so we want to have 
actual numbers and cost saving financial projections based on our streamline recommendations 
and our findings on how keeping talent is less costly in the long run. Because our management 
also comes from deep technical backgrounds, we would want a Harvard Business Review type of 
material that goes in depth about research, industry trends, and case studies complete with 
numbers, backed by solid references, and supported with appropriate graphics.  Priyanka Moorjani 
and I will be responsible for aggregating all our data into a comprehensive article. Again, the both 
of us will aim to have a complete draft uploaded on our file exchange by Wednesday, September 
25, 2013 so the team can provide feedback. 

Audience: Management/Experts  
Aim: Show in depth research, case studies, etc that backup our recommendations; provide them 
early so audience can have time to ponder and be able to ask questions during the presentation and 
panel discussion. 
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Wrap-up  

Above is our summary of our communication plan, including our assessment, recommendation, and a 
breakdown of tasks and deadlines.  I have scheduled a quick meeting for this afternoon, Saturday, 
September 21, 2013 at 3PM EST on Room 301, so the committee can clarify any questions and set 
expectations for the next two weeks ahead as we prepare for our presentations.  

As always, if you have any questions please feel free to email me or call me at anytime.  
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Best regards, 

Pete Hansen  
pete.hansen@AVI.com 
412-098-9871 
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