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To:      Craig Doerer, PMO Excecutive Officer, Enterprise Services Branch      
CC:     Rocky Kler, Project Manager, Enterprise Services Branch
From:  Bryan May, Project Coordinator, Enterprise Services Branch     
Date:   February 3, 2017      
Subject:  Proposal to Implement Stress Reducing Scheme Among Departmental Workers in Given    Departments 
The following contains a proposal seeks that would help to reduce stress within ourthe work environment without jeopardizing the activities involved. The proposalwork is organized with employees directly taking part in the process of reducing their stress each time they feel overwhelmed, whereas managers at various positions might discuss with their juniors where appropriate on measures that reduce their stress levels both at work and at home. Hmmm.  This final sentence isn’t clear to me.  Provide a bit more information for your reader in this memo 
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Executive summary
The proposal suggests proven successful means that individuals within working environment might apply to control their stress levels some of which are performed by the people themselves whereas other get induced by their managers. The processes take the time to imply and also require a chance to show positive results, the study, therefore indicates that people might reduce their stress levels but not completely because they are human-borne processes that are bound to happen to us even in the absence of stress-causers. Incomplete executive summary.  This reads much to generically about stress reduction.  If I were the executive reading this I wouldn’t know how this relates to my company specifically.  Make sure your executive summary is focused and specific to YOUR company and its stress 
[bookmark: _Toc473861015]Introduction
Stress occurs because of poor management of oneself at work or engaging in activities that do not augur well without our being. ?? The proposal suggests methods that if well practiced would result into the positive lifestyle and reduced overall pressure within a person’s general lifestyle. People undergoing employment have once experienced work-related stress whether in the short term or the long term.  The short-term stress makes people attain deadlines related to work, whereas those that long-term stress has lasting impacts on the workers and has adverse effects on their emotional and physical health. No sources are being cited and this remains vague about its application to stress in your particular work place 
[bookmark: _Toc473861016]Body	Comment by Catherine Flynn: Use a subhead indicative of the content of this section
Sormaz, and Tulgan,  (2013) argued that stress at work occurs from various factors including excess workloads, low salary amounts, little amount of opportunities at work, an absence of social support, work that does not challenge the workers, conflicting demands coupled with unclear performance expectations, and lack of control in the decision-making process relating to their work. How does any of this relate to stress at YOUR work?

Hicks and McSherry, (2016) suggested that impacts of uncontrolled stress don’t end in a single day, the process takes place continually, and the stress has negative consequences when taken care of. Short term negative impacts include a headache, sleep disturbances, stomach ache, and reduced level of concentration, and short tempered.  Chronic stress might cause insomnia, anxiety, high blood pressure, and weak immune system.  Stress can cause health conditions including obesity, depression and heart disease. Persons under stress resort to unhealthy manners of life practices that make their health situation worse. Among the unhealthy treatment options that people seek include cigarette smoking, overeating, and drug abuse and alcohol consumption. Again, this is too generally about stress without specific references to your workplace and the stress inherent there
[bookmark: _Toc473861017]Steps to deal with job-related stress
Employers must work with employees to track their stress-causers. Workers may store weekly journals that indicate their areas of concern that make them feel depressed than others then work towards eliminating them. Employees need to take note of their environmental elements, including the people and the surrounding circumstances that led to the stress. The person might record their feeling, thoughts and their reaction to the situation. The notes might assist the person to determine the causative elements that resulted in the stress and desist from similar situations in future, (Hicks, & McSherry, 2016). Again, though, not clear if you are recommending this for your workplace? 	Comment by Catherine Flynn: Confusing passage.  Are you recommending this practice be implemented in your workplace? Exactly what are you recommending? 

Sormaz and Tulgan, (2013) argued that people ought to develop good feedbacks instead of utilizing fast foods to end their stress or alcohol to end their woes. Individuals under stressful or compromising situations might resort to normal healthy routes and exercise accordingly. Physical activity has positive impacts whether it is yoga or just jogging. Other processes might include attending concerts, reading novels, setting time for recreational activities among other procedures. Seeking fair sleep proportion helps a person end their stress in a peaceful manner. Reduce caffeine intake that might stimulate the body or rather reducing engagement with TVs and computers in the night. 

Establishment of boundaries through proper work-life balance because it is possible to get stressed even the entire twenty-four hours in a day. Enacting rules such as those that prevent one from receiving calls during dinner or not reading emails late into the night and wait till morning might make one live healthy lifestyle. Despite the variations of people’s work life balance, there exists a significant potential that might reduce stress when people separate their personal life from their work life. 
People need to restore their energy that they have used up during strenuous activity to prevent stress from building. People must relax till their bodies return to their normal operations.  The process might require one to shun from all sorts of work related engagements, and free their minds from work related processes.  The disconnection from work processes has to occur within a person’s preferences and thus making the person rejuvenated, unlike their past.  The work disconnects entails making good use of the vacation holidays and spending quality time with our loved ones making the process a success. After the entire process, a person ought to get back to work full of power and optimistic. Other means of engaging in personal time might entail switching off phones and do fruitful, or community works such as tree planting and meditating about the prospects that we anticipate in life. 
Sormaz and Tulgan, (2013) argued that learning to relax through meditation, taking deep breaths and getting mindful has positive effects on the body and mind. A person might engage in positive thinking without any judgment and bias thoughts.  Taking the mind from the work processes and limiting oneself to the simple processes such as breathing, stress-free thinking, eating a favorite meal or even just walking for an hour or so.  The stress reduces when a person focuses on activities that require full attention and focus of the brain leaving no time and chance for other engagements.  The process makes one live a stress-free life and gives one the readiness of taking part in activities that require full attention. 
Hicks and McSherry, (2016) argued that talking to supervisors makes people healthy because the employer can harness the productivity of the activities that we engage ourselves. Bosses and managers who aim for healthy environments make use of work incentives that promote employee well-being. Open conversations with managers make people reduce their chances of getting stressed because they share their scenarios with their bosses and expect the feedback which they automatically get.  The open conversations don’t pledge complaints to the manager, but rather create effective means that would manage stress within the worker.
The conversation might seek to improve the skills of the work in an area of expertise including time management aside to making use of opportunities availed through the talks that enhance work efficiency. The employee makes use of the opportunity to understand the requirements expected of them, availing the relevant resources needed to make them prosper in their areas of duties. 

Reducing stress might occur through seeking and obtaining support from colleagues at work. Family members and friends might provide both physical and mental support to individuals, therefore, reducing the stress amongst them. The employer might place measures that reduce stress among workers at the end of the day. Workers might obtain the information from the online portal of the company and talk to psychologists online each time they feel overwhelmed with stress who may help them reduce their stress and place on them positive behavior that is not only helpful to them but also the company in general.  
[bookmark: _Toc473861018]Scheduling
The implementation of the recommendations occurs at various points of the day taking into consideration that the workers engage in different activities with varying levels of impact to their lives. Employees who work full-time undergo the intervention process more than those that worked on a part time basis or are engaged in less active duties. Too vague.  You need to focus specifically on how this can be applied in your workplace.  
[bookmark: _Toc473861019]Statistics
The ones that participated in the stress releasing responses had their jobs entirely handled. The ones that had relative levels of stress performed their duties reasonably whereas the ones that had very high levels of stress performed their jobs with problems and depicted chances of getting jobs and processes fail. 
[bookmark: _Toc473861020]Graphics

[bookmark: _Toc473861021]Make sure that you reference your graphics in your report.  Explain where the information came from, and how it is relevant to the problem and solution you are discussing
Potential problems and solutions
Cartwright, and Cooper, (2014) added that people engaged in different activities, therefore, it was not clear to establish the processes that one might make a person end their stress. Workers came from various backgrounds and considered different situations as causes of stress to their lives. The solution to that could be engaging the employees through cognitive tests through which they may check their preference for the jobs that they performed and the outcomes or effects of the processes on their rational reasoning. 
Another potential problem being that workers endured stress differently and others went unnoticed. There existed cases that employees would get stressed and needed assistance but would seem physically stable. The circumstance might impede the process of intervening the stress levels of the employee. Resolving the scenario requires seeking from the workers their feelings at given moments through questionnaires at a personal level. 
[bookmark: _Toc473861022]Conclusion
The proposal is aimed at reducing the level of stress among individuals within the working environment and makes given suggestions that work for both reduced stress levels and high-stress levels. The study makes use of the provided methods some of the include taking short breaks to long ones such as staying away from work for as long as the person does not feel better. The intentions of choosing the methods happen on a rational that stress gets reduced when the brain gets calm. Making one relax and being happy are the processes of forgetting the stress that a person undergoes. The individual is the primary element who would ensure that the stress or pressure ends or else all the remaining operations might become useless.
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Productivity levels for various stress levels

Productivty 	Productivity at No Stress	Productivity at 30% Stress	Productivity at 50% Stress	Productivity at 70% Stress	8.1999999999999993	4.2	3.4	1.2	

Stress level vs Productivity
Stress	Managers	Supervisors	full time workers	subordinates	2.4	2	1.8	2	Productivity	Managers	Supervisors	full time workers	subordinates	4.3	4.4000000000000004	3.6	2.8	
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