Memo Worksheet (prints best using the "landscape" page setting with 0.2" margins)
	Question
	Short Answer

	What is the specific subject or issue that your memo will deal with?
	 My memo informs freshman disability students about the TECHniques Center on campus.

	What is the one most important thing you want the memo to accomplish?
	 I want my memo to inform the students about the program.  It is one of only 6 programs like it around the country.  Many students may not even know it exists.

	What specific type (informational, analytical, etc) of memo will you write to achieve this goal?                            What specific organization strategy (advantages/disadvantages, temporal, etc -- USE book Ch8) will you use?
	 Informational:  My memo will utilize the classification and partition method of organizing information.

	Who is your specific audience? Ideally, you should be able to name at least one actual person who would read your memo.
	 My memo’s audience is incoming freshman students at orientation with diagnosed learning disabilities.

	How will you appeal to your reader(s)? Briefly describe at least one important specific quality of this audience, and at least one specific way your memo will reflect this quality.
	 The resources, to include computers and food in the break room, are a great incentive for freshman.


