

August 31, 2010

Memorandum

To:
GEGN 467 Students
CC:
Dr. Eileen Poeter, Geology and Geological Engineering
From:
Tess Weathers, Geology and Geological Engineering
Date:
9/1/2010
Re:
Example Memo
[Type your memo text here...]  This memo gives a suggested format for a memo report.  The purpose of a memo is to concisely deliver information.  Imagine that you have conducted a laboratory or other type of investigation as part of your work duties.  The first paragraph should include your recommendations or most significant answers (e.g. “The evaporation in the Mono Lake Basin is a gazillion miles per year”).  Here you should also describe the purpose and objectives of your work.  I should be able to read the first paragraph and quickly know what you accomplished.

The memo can be used briefly describe your procedures.  You can simply refer to the procedures described in the laboratory text or handout.  However, you might comment on any important aspects of your analysis procedure, especially concerning your confidence or possible sources of errors in your results.  The answers to the questions asked in the laboratory text or handout should be included in the text of your memo.
Memos are less formal than laboratory reports.  Text is not always third person and the tone may be more casual.  You can indicate carbon copies (i.e. CC:) to Dr. Poeter.  Figures or tables should be labeled, captioned, referenced in the memo text, and attached to the memo.  Sections (e.g. results, conclusions, etc.) can be separated into paragraphs without headings.  The paragraphs should begin with a statement that informs the reader as to the part of your investigation you will be describing in the paragraph.  The memo text should be no more than two pages.  A one-page memo is sufficient if it presents all the important information.  Include the word “ATTACHMENTS” at the end of your memo if your document includes extra material.  Feel free to utilize this memo template or contact me if you have any questions regarding what to include in your memo.
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