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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Q:1: Short Questions: 
I. What is a memo?
A memo (short for memorandum) is the traditional way of relaying information through and office in a written form.
II. What are the three parts of a memo?
· Title identifying the document as a memo
· Standard fields: to, cc, bcc if this needs, date and of course subject
· Body of memo, what sender wants to share addressees
III. Outline the key rules for writing memos.
The same rules that we have been discussing apply, plus:
· Should be kept short, no longer than a page
· Should be kept to one topic
· Should not discuss extremely sensitive information
· Should not discuss information that is likely to change
· The last 2 should discuss in personal
IV. How will you ensure that your writing is clear, concise, complete and correct?
Memo as email should be review and also to meets the four C’s:
· Clear: everybody needs to understand what is in memo
You need to write in memo, what you wanted to say. 
· Concise: will be short as any business writing and only just one topic
You should use active voice as much as you can
· Complete: addresses need to get full information
All necessary information should be in memo, all references included if needed, all addresses should know what is going to happen next and what they are responsible for
· Correct: grammar and spelling

Q: 2: 
Create a memo announcing the Acme Company’s annual Funfest; a summer picnic for
employees and their families.
Here is some basic information:
Will be held July 21 at 10 am
New location this year: Memorial Park
Food and drinks provided
Games for children and prizes for everyone

Memorandum:
The Acme Company

To: All employees
From: XY, Marketing Department
Date: July 21. at 10am
Re: Announcement of the Acme Company’s Annual Funfest – Summer Picnic 

The Acme Company’s Annual Funfest – Summer Picnic - will be held at 10am on 21 July.
Location is: Memorial Park, near to ……. Parking place is very closed and approachable via 2nd line metro or 34, 12 bus from ……
Food and drink are available what company manages.
During this event games for children is provided and also prizes for everyone.
Welcome all our employees and their family members.
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