MEMORANDUM

Date:  (The day this assignment is due)

To:  (Your team’s name)

From:  (Your name)

Subject:  (Your choice, but should be straightforward and descriptive)

(Follow the format noted in this assignment handout.)  First, briefly introduce yourself in a few sentences.  You may include information such as your personal, academic, and professional background, but make sure to keep this section relevant to the assignment.  Your waterskiing medals don’t have a place here!

Next, include an anecdote or brief narrative showcasing the strengths that you bring.  For instance, you may be a graphic communications major who has helped create the website for your department and thus may be valuable for any pictorial elements of the project.  Here you will be descriptive and describe all the strengths you can contribute to the group, as well as an instance in which you used them.

Finally, you will quickly summarize your writing and then propose specific tasks you will do for the project.  In this memo, maintain a professional tone that you would use with your managers or me.  (Don’t start with “hey!” or end with “see you guys!”)  This memo will be 150-250 words and will be due at the beginning of class via hard copy.  See due date on syllabus.
