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An	engineering	student	was	requested	to	do	the	following	task:	Write	a	semi-formal,	1-page	feasibility	report.	
Imagine	the	managing	director	is	worried	about	the	increasing	rate	of	theft	in	the	workplace.	He	asks	you	to	study	
which	measure(s)	 could	 be	 taken	 to	 prevent	 theft.	 He’s	 suggesting	 the	 following	 scenarios:	 workers	 could	 be	
provided	with	a	digital	card,	video	cameras	could	be	installed,	and	security	guards	could	be	hired;	if	you	have	any	
other	suggestion,	include	it.	Weigh	pros	and	cons	of	every	option,	analysing	its	feasibility	and	finally	recommend	
the	best	solution	to	increase	the	safety	of	employees	and	their	belongings.	
	
Below	is	the	report	he	wrote.	The	titles	of	the	sections	in	the	following	report	have	been	deleted.	After	reading	
the	report,	decide	what	title	corresponds	to	what	section	and	drag	to	its	corresponding	location.	Please	note	that	
not	all	titles	may	be	necessary	and	that	there	may	be	more	gaps	than	necessary.	
	
METHOD	 	
OVERVIEW	OF	ALTERNATIVES	 	
INTRODUCTION	 	 	
RECOMMENDATION	 	
BACKGROUND		 	
EXECUTIVE	SUMMARY	 	
ABSTRACT	
APPENDICES		 	
ECONOMIC	FEASIBILITY	 	 	
FINAL	REMARKS	 	 	
	
	
	
Due	to	a	recent	increase	of	the	theft	rate	in	our	company,	several	actions	to	solve	the	problem	were	analysed	
before	recommending	the	most	feasible	option.	The	management	suggestions	(digital	cards,	video	cameras	and	
security	guards),	as	well	as	another	suggestion	put	forward	by	the	experts	consulted	(i.e.	lockers)	were	evaluated	
and	compared	in	order	to	determine	the	best	solution	for	our	firm.	Installing	video	cameras	and	lockers	is,	after	
doing	all	analyses,	what	best	fits	our	needs.	
	
	
	
The	rate	of	theft	has	dramatically	increased	during	the	last	months.	Workers	are	concerned	about	this	since	not	
only	their	personal	belongings	but	also	our	firm’s	may	be	at	risk	because	components	from	our	storeroom	also	
disappear.	This	concern	was	expressed	in	a	past	management	meeting,	which	concluded	that	something	should	
be	done	regarding	security.	Therefore,	I	was	instructed	to	write	this	report	in	order	to	help	you	decide	what	is	to	
be	done	next.	 In	 this	 report,	 first	 the	background	to	the	problem	 is	described,	 then	some	criteria	to	base	the	
analysis	on	are	chosen,	and	after	several	alternatives	to	prevent	theft	are	evaluated,	the	most	feasible	for	the	
company	is	recommended.	
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During	the	last	year	the	rate	of	theft	at	ABC	Group	has	increased	almost	twice	per	week,	and	there	has	been	an	
increasing	 number	 of	 complaints	 by	 employees,	 who	 keep	 reporting	 that	 some	 of	 their	 personal	 belongings	
disappear.	The	situation	becomes	more	delicate	if	the	inventory	in	the	warehouse	is	taken	into	account.	Mr	White	
reported	last	month	that	approximately	8,000	Euros	of	raw	material	was	missing.	
	
	
	
Very	well-known	 security	 agencies	 and	 experts	 in	 the	 field	were	 consulted.	 In	 Appendix	 A	 the	 names	 of	 the	
agencies	that	were	consulted	and	the	information	gathered	after	interviewing	experts	can	be	found.	From	their	
advice,	the	following	criteria	on	which	we	could	draw	our	study	proved	to	be:	a)	acquisition	cost,	b)	maintenance,	
c)	 effectiveness	 (bearing	 in	 mind	 the	 deterrent	 impact	 and	 24h	 surveillance	 or	 not).	 The	 suggestions	 from	
management	and	from	experts	were	taken	into	account,	namely,	digital	card	systems,	video	cameras,	security	
guards	and	lockers	were	considered	and	in	the	following	sections	they	are	compared	on	the	grounds	of	acquisition	
cost,	maintenance	cost	and	effectiveness	applied	to	our	needs.	
	
	
	
The	different	alternatives	are	going	to	be	briefly	analysed	and	compared.	
Digital	 card	 systems:	 This	 is	 one	 of	 the	 latest	 implementations	 to	 enhance	 security	 for	 organisations.	 Their	
immediate	cost	is	very	high	(3,500	Eu)	although	they	hardly	ever	require	maintenance.	Nevertheless,	when	they	
do,	the	maintenance	expenditure,	the	bill,	is	usually	high.	According	to	the	consulted	agencies,	the	effectiveness	
of	this	system	is	rather	low	due	to	the	possibility	to	by-pass	the	system	(thieves	can	use	somebody	else’s	card	to	
get	in	and	out).	A	card	replacement	expenditure	also	has	to	be	budgeted	because	employees	sometimes	lose	or	
scratch	 their	 cards,	 making	 them	 useless.	 On	 the	 other	 hand,	 the	 company	 has	 access	 to	 hourly	 and	 daily	
information	about	personnel	punctuality,	movements	and	whereabouts.	
Video	cameras:	The	cost	of	installing	video	cameras	is	quite	high	(5,000	Eu)	and	their	maintenance	has	an	average	
cost	of	600E	on	a	year	basis.	A	security	guard	could	be	hired	along	with	the	installation	of	the	cameras	in	order	to	
check	what	is	going	on	at	every	moment	and	supervise	that	the	camera	is	working	properly.	This	system	has	been	
proved	to	be	a	highly	effective	deterrent	and,	like	digital	cards,	they	work	24/7.	Nevertheless,	we	cannot	place	
cameras	everywhere	in	the	company,	so	blind	zones	are	a	drawback	has	to	be	acknowledged.	
Security	guards:	Hiring	a	team	of	two	security	guards	for	night	and	day	shift	(24/7	service)	is	the	most	expensive	
option	 (each	 should	 be	 paid	 2,000	 Eu	 a	month	 and	 be	 given	medical	 insurance).	 According	 to	 the	 consulted	
agencies,	their	appearance	discourages	thieves	from	stealing,	even	if	they	can	sometimes	also	be	distracted.	
Lockers:	 Installing	lockers	for	all	employees	is	not	expensive	(an	average	cost	of	5,000E).	Their	maintenance	is	
virtually	 inexistent	 (no	 more	 than	 600E	 a	 year,	 in	 case	 the	 locks	 or	 keys	 have	 to	 be	 changed).	 In	 this	 way,	
employees	can	keep	their	documents	and	valuable	belongings	in	lockers,	a	very	effective	measure	against	theft,	
apart	from	being	the	favourite	solution	among	employees.	On	the	other	hand,	lockers	can	also	be	tampered	with,	
their	only	clear	disadvantage.	
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The	table	below	summarises	the	analysis	and	how	the	alternatives	where	rated,	where	5	is	the	best	and	1	the	
worst.	Exact	information	about	models	and	prices	of	cameras,	digital	card	systems	and	lockers	is	given	in	Appendix	
B.	
	
	
	

	 DIGITAL	CARD	 VIDEO	CAMERA	 SECURITY	GUARD	 LOCKERS	
24-h	surveillance	 3	 5	 5	 5	
Effectiveness:	
Deterrent	impact	
24-h	surveillance	

2	 5	 4	 3	

Cost	 1	 2	 1	 4	
Maintenance	 4	 4	 2	 4	
TOTAL	 10	 16	 12	 16	

	
	
	
	
As	can	be	seen	in	the	table,	two	options	seem	to	be	the	most	convenient.	Although	at	first	sight	hiring	security	
guards	might	seem	the	best	option,	in	the	case	of	a	medium-sized	company	like	ours,	it	is	not	feasible.	The	trade-
off	cost-effectiveness	would	not	be	favourable	for	our	company,	making	this	system	not	useful	for	us.		Digital	card	
systems	 could	 be	 an	 option;	 yet,	 they	 are	 not	 always	 effective	 according	 to	 experts	 and	 agencies	 consulted.	
Besides,	even	if	this	system	seldom	breaks	down,	it	would	be	too	expensive	for	us	in	case	of	malfunctioning.	As	
to	digital	cameras,	their	proven	effectiveness	and	cost	are	what	best	suits	our	needs.	One	of	our	maintenance	
workers	could	be	made	responsible	for	the	supervision	of	cameras	and	saving	of	files.	Consequently,	we	would	
have	 the	advantages	of	a	 security	guard	 team	without	 its	extremely	high	cost.	 Finally,	despite	not	being	 fully	
effective,	as	thieves	can	also	tamper	with	the	locks,	they	appear	to	be	a	great	complementary	measure.	
	
	
	
After	having	carefully	studied	the	possible	scenarios,	 installing	digital	cameras	along	with	buying	 lockers	 is	my	
recommendation	for	the	firm.	The	cost	would	be	something	we	could	afford,	and	their	proven	effectiveness	meets	
the	needs	of	our	company.	According	to	the	consulted	agencies,	the	combination	of	both	options	would	surely	
decrease	theft	rate	in	the	workplace.	If,	however,	implementing	the	two	measures	are	regarded	as	too	expensive,	
then	video	cameras	are	likely	to	be	the	winning	option.	
	
	
As	managers	are	very	busy	people	who	read	selectively,	it	is	of	paramount	importance	that	you	write	a	very	good	
Executive	 Summary	 at	 the	 beginning	 of	 your	 report.	Management	 usually	 reads	 executive	 summaries	 before	
deciding	whether	or	not	to	read	the	report,	or	what	section	to	read.	Watch	either	of	these	2	videos	on	Executive	
Summaries	for	engineering	reports	from	OWL	Purdue	University	:		
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https://www.youtube.com/watch?v=QRIjQ11GDyw&list=PLDAAF7A8FD5CD582C&index=8&t=0s	
https://www.youtube.com/watch?v=3Ka897Z8oRQ&list=PLDAAF7A8FD5CD582C&index=8	
	
	
	
	
	
	
	
	
	
	
	
	
	
Finally,	if	you	want	to	know	the	difference	between	an	Abstract	and	an	Executive	Summary,	go	here	to	learn:		
https://owl.purdue.edu/owl/subject_specific_writing/writing_in_engineering/handbook_on_report_formats/ab
stracts_and_executive_summaries.html	
	
	
ANSWER:	
	
EXECUTIVE	SUMMARY	
Due	to	a	recent	increase	of	the	theft	rate	in	our	company,	several	actions	to	solve	the	problem	were	analysed	
before	recommending	the	most	feasible	option.	The	management	suggestions	(digital	cards,	video	cameras	and	
security	guards),	as	well	as	another	suggestion	put	forward	by	the	experts	consulted	(i.e.	lockers)	were	evaluated	
and	compared	in	order	to	determine	the	best	solution	for	our	firm.	Installing	video	cameras	and	lockers	is,	after	
doing	all	analyses,	what	best	fits	our	needs.	
	
INTRODUCTION	
The	rate	of	theft	has	dramatically	increased	during	the	last	months.	Workers	are	concerned	about	this	since	not	
only	their	personal	belongings	but	also	our	firm’s	may	be	at	risk	because	components	from	our	storeroom	also	
disappear.	This	concern	was	expressed	in	a	past	management	meeting,	which	concluded	that	something	should	
be	done	regarding	security.	Therefore,	I	was	instructed	to	write	this	report	in	order	to	help	you	decide	what	is	to	
be	done	next.	 In	 this	 report,	 first	 the	background	to	the	problem	 is	described,	 then	some	criteria	 to	base	the	
analysis	on	are	chosen,	and	after	several	alternatives	to	prevent	theft	are	evaluated,	the	most	feasible	for	the	
company	is	recommended.	
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BACKGROUND	
During	the	last	year	the	rate	of	theft	at	ABC	Group	has	increased	almost	twice	per	week,	and	there	has	been	an	
increasing	 number	 of	 complaints	 by	 employees,	 who	 keep	 reporting	 that	 some	 of	 their	 personal	 belongings	
disappear.	The	situation	becomes	more	delicate	if	the	inventory	in	the	warehouse	is	taken	into	account.	Mr	White	
reported	last	month	that	approximately	8,000	Euros	of	raw	material	was	missing.	
	
METHOD	
Very	well-known	 security	 agencies	 and	 experts	 in	 the	 field	were	 consulted.	 In	 Appendix	 A	 the	 names	 of	 the	
agencies	that	were	consulted	and	the	information	gathered	after	interviewing	experts	can	be	found.	From	their	
advice,	the	following	criteria	on	which	we	could	draw	our	study	proved	to	be:	a)	acquisition	cost,	b)	maintenance,	
c)	 effectiveness	 (bearing	 in	 mind	 the	 deterrent	 impact	 and	 24h	 surveillance	 or	 not).	 The	 suggestions	 from	
management	and	from	experts	were	taken	into	account,	namely,	digital	card	systems,	video	cameras,	security	
guards	and	lockers	were	considered	and	in	the	following	sections	they	are	compared	on	the	grounds	of	acquisition	
cost,	maintenance	cost	and	effectiveness	applied	to	our	needs.	
	
OVERVIEW	OF	ALTERNATIVES	
The	different	alternatives	are	going	to	be	briefly	analysed	and	compared.	
Digital	 card	 systems:	 This	 is	 one	 of	 the	 latest	 implementations	 to	 enhance	 security	 for	 organisations.	 Their	
immediate	cost	is	very	high	(3,500	Eu)	although	they	hardly	ever	require	maintenance.	Nevertheless,	when	they	
do,	the	maintenance	expenditure,	the	bill,	is	usually	high.	According	to	the	consulted	agencies,	the	effectiveness	
of	this	system	is	rather	low	due	to	the	possibility	to	by-pass	the	system	(thieves	can	use	somebody	else’s	card	to	
get	in	and	out).	A	card	replacement	expenditure	also	has	to	be	budgeted	because	employees	sometimes	lose	or	
scratch	 their	 cards,	 making	 them	 useless.	 On	 the	 other	 hand,	 the	 company	 has	 access	 to	 hourly	 and	 daily	
information	about	personnel	punctuality,	movements	and	whereabouts.	
Video	cameras:	The	cost	of	installing	video	cameras	is	quite	high	(5,000	Eu)	and	their	maintenance	has	an	average	
cost	of	600E	on	a	year	basis.	A	security	guard	could	be	hired	along	with	the	installation	of	the	cameras	in	order	to	
check	what	is	going	on	at	every	moment	and	supervise	that	the	camera	is	working	properly.	This	system	has	been	
proved	to	be	a	highly	effective	deterrent	and,	like	digital	cards,	they	work	24/7.	Nevertheless,	we	cannot	place	
cameras	everywhere	in	the	company,	so	blind	zones	are	a	drawback	has	to	be	acknowledged.	
Security	guards:	Hiring	a	team	of	two	security	guards	for	night	and	day	shift	(24/7	service)	is	the	most	expensive	
option	 (each	 should	 be	 paid	 2,000	 Eu	 a	month	 and	 be	 given	medical	 insurance).	 According	 to	 the	 consulted	
agencies,	their	appearance	discourages	thieves	from	stealing,	even	if	they	can	sometimes	also	be	distracted.	
Lockers:	 Installing	lockers	for	all	employees	is	not	expensive	(an	average	cost	of	5,000E).	Their	maintenance	is	
virtually	 inexistent	 (no	 more	 than	 600E	 a	 year,	 in	 case	 the	 locks	 or	 keys	 have	 to	 be	 changed).	 In	 this	 way,	
employees	can	keep	their	documents	and	valuable	belongings	in	lockers,	a	very	effective	measure	against	theft,	
apart	from	being	the	favourite	solution	among	employees.	On	the	other	hand,	lockers	can	also	be	tampered	with,	
their	only	clear	disadvantage.	
The	table	below	summarises	the	analysis	and	how	the	alternatives	where	rated,	where	5	is	the	best	and	1	the	
worst.	Exact	information	about	models	and	prices	of	cameras,	digital	card	systems	and	lockers	is	given	in	Appendix	
B.	
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	 DIGITAL	CARD	 VIDEO	CAMERA	 SECURITY	GUARD	 LOCKERS	
24-h	surveillance	 3	 5	 5	 5	
Effectiveness:	
Deterrent	impact	
24-h	surveillance	

2	 5	 4	 3	

Cost	 1	 2	 1	 4	
Maintenance	 4	 4	 2	 4	
TOTAL	 10	 16	 12	 16	

	
	
	
As	can	be	seen	in	the	table,	two	options	seem	to	be	the	most	convenient.	Although	at	first	sight	hiring	security	
guards	might	seem	the	best	option,	in	the	case	of	a	medium-sized	company	like	ours,	it	is	not	feasible.	The	trade-
off	cost-effectiveness	would	not	be	favourable	for	our	company,	making	this	system	not	useful	for	us.		Digital	card	
systems	 could	 be	 an	 option;	 yet,	 they	 are	 not	 always	 effective	 according	 to	 experts	 and	 agencies	 consulted.	
Besides,	even	if	this	system	seldom	breaks	down,	it	would	be	too	expensive	for	us	in	case	of	malfunctioning.	
As	to	digital	cameras,	their	proven	effectiveness	and	cost	are	what	best	suits	our	needs.	One	of	our	maintenance	
workers	could	be	made	responsible	for	the	supervision	of	cameras	and	saving	of	files.	Consequently,	we	would	
have	 the	advantages	of	a	 security	guard	 team	without	 its	extremely	high	cost.	 Finally,	despite	not	being	 fully	
effective,	as	thieves	can	also	tamper	with	the	locks,	they	appear	to	be	a	great	complementary	measure.	
	
RECOMMENDATION	
After	having	carefully	studied	the	possible	scenarios,	 installing	digital	cameras	along	with	buying	 lockers	 is	my	
recommendation	for	the	firm.	The	cost	would	be	something	we	could	afford,	and	their	proven	effectiveness	meets	
the	needs	of	our	company.	According	to	the	consulted	agencies,	the	combination	of	both	options	would	surely	
decrease	theft	rate	in	the	workplace.	If,	however,	implementing	the	two	measures	are	regarded	as	too	expensive,	
then	video	cameras	are	likely	to	be	the	winning	option.	
	
	
	


