
 

Toby ¡  PAGOS Plan ¡  Office Romance: Off Limits? 

PURPOSE 
primary purpose:  

I am writing to tell my boss what guidelines we could establish regarding office romances.  

other purposes:  
To help Dunder Mifflin (DM) protect itself from legal liability; to help DM foster a respectful, fair workplace; to avoid making 
Michael or Jan angry or anxious (foster goodwill, if possible) 

info needed: 
• summary of points from the article 
• reasons for establishing a policy 
• suggestions on policy from article 

AUDIENCE 
identification:  

primary: primary audience is David Wallace 

secondary: secondary audiences are Jan Levinson and Michael Scott 

"real" primary audience members: while I'm addressing the message to David primarily and CCing Michael and Jan, all three of 
them are really equal members of the primary audience. David is a primary audience because he's responsible for the whole company. 
Jan and Michael are responsible for parts of the company, but they're primary audience too because they're (recently) involved in an 
office relationship.  

additional: other audiences may include anyone else in the company, including HR and legal counsel/company lawyers; maybe 
shareholders, and possibly the media (local news stations and papers are always looking for negative/exciting stories about local 
businesses) 

background, demographics, etc:  
general/work: All three are long-term professionals who have risen up the ranks in the corporate world. Jan and David have degrees 
(I don't think Michael does).  

David (CEO): relatively new to DM (was hired as CFO before promotion to CEO); Jan (and Michael's) supervisor and CEO of 
company 

Jan (VP of Northeast Sales): not sure how long she's been at DM or where she came from; Michael's supervisor 

Michael (Regional/Branch Manager): been at DM for years; started in sales. It might matter that the supervisor/Jan is a woman 
and her subordinate/Michael is a man; sometimes men's experience with sexual harassment isn't taken as seriously (especially 
when man is subordinate) 

personal: Jan and Michael are (or have been) in a romantic/sexual relationship (or they "hooked up"); not only are they both 
employees, but Jan is Michael's supervisor.  

values & language:  
David values the health, stability, and legal protection of DM. He probably values his own ability to be a good leader and his 
professional status. As former CFO, he's probably aware of the financial risk incurred by office relationships. 

Jan values her professional status and the success of the branches under her supervision. She may care about Michael(?), but not 
romantically (maybe just sexually?); she cares about not getting caught doing something unprofessional.  

Michael values his employees at the Scranton DM branch, and he values what his employees think about him (he wants to be seen as 
"worlds best boss," the fun boss, a friend, a "cool " guy, etc. He values Jan more as a girlfriend than a supervisor (Michael really wants 
a girlfriend). 

knowledge (already/need/want):  
The text starting on the next page is "Lorem ipsum" placeholder text—it is used when someone what's to show what a page or block of 
text will look like without having actual (content) text.  



 
 
expectations:  

Praesent posuere ex at mauris mollis, cursus accumsan dui laoreet. Pellentesque a dictum massa. Mauris dictum quam vitae dui 
tincidunt, sit amet consequat augue pulvinar.  

context:  
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed quam justo, lacinia et velit non, pharetra lacinia nunc.  

benefits/objections:  
• Praesent posuere ex at mauris mollis, cursus accumsan dui laoreet. Pellentesque a dictum massa. Mauris dictum quam vitae 

dui tincidunt. 
• Sit amet consequat augue pulvinar. Mauris neque turpis, fermentum eget auctor vel, convallis vitae nulla. 

GENRE 
possibilities, choice, conventions: 

Sed aliquam velit at nunc viverra lacinia. Cras rhoncus varius magna. Praesent a orci commodo, eleifend ante ac, suscipit urna. Ut 
sodales magna eget facilisis suscipit. Mauris scelerisque mauris sed vulputate efficitur. Phasellus in elit diam. Orci varius natoque 
penatibus et magnis dis parturient montes, nascetur ridiculus mus. Fusce auctor nec dolor sit amet aliquet. In dictum dictum massa, at 
aliquet turpis eleifend non. Proin venenatis risus leo, et lobortis nisi placerat feugiat.  

ORGANIZATION 
order of info: 

• Sed aliquam velit at nunc viverra lacinia. Cras rhoncus varius magna.  
• Praesent a orci commodo, eleifend ante ac, suscipit urna.  
• Ut sodales magna eget facilisis suscipit.  
• Mauris scelerisque mauris sed vulputate efficitur. Phasellus in elit diam.  
• Orci varius natoque penatibus et magnis dis. 

 
explanation/reasons: 

Sed aliquam velit at nunc viverra lacinia. Cras rhoncus varius magna. Praesent a orci commodo, eleifend ante ac, suscipit urna. Ut 
sodales magna eget facilisis suscipit. Mauris scelerisque mauris sed vulputate efficitur. Phasellus in elit diam. Orci varius natoque 
penatibus et magnis dis parturient montes, nascetur ridiculus mus. Fusce auctor nec dolor sit amet aliquet. In dictum dictum massa, at 
aliquet turpis eleifend non. Proin venenatis risus leo, et lobortis. 

STYLE 
tone: 

Praesent posuere ex at mauris mollis, cursus accumsan dui laoreet. Pellentesque a dictum massa. Mauris dictum quam vitae dui 
tincidunt, sit amet consequat augue pulvinar. Mauris neque turpis, fermentum eget auctor vel, convallis vitae nulla. 

formatting (headings, lists, non-text elements, etc.): 
Praesent posuere ex at mauris mollis, cursus accumsan dui laoreet. Pellentesque a dictum massa. Mauris dictum quam vitae dui 
tincidunt, sit amet consequat augue pulvinar. Mauris neque turpis, fermentum eget auctor vel, convallis vitae nulla. 


