MEMO COMPOSING ASSIGNMENT:
1.  
Compose a memo in the proper memo format.  Since the memo will be from you, you 
do not need to key reference initials.  Proofread, spell check, save, and print.

2.  
Topics to Choose From:



a.  Memo to one of your teachers, suggesting up to three ideas for activities 


in their class

b.  Memo to the principal, Dr. Brierton or Mr. Kelley, suggesting up to three ideas for guest speakers at an all-school assembly



c.  Memo to the Cafeteria Director, suggesting up to three ideas for new food 

items or improvements in the cafeteria.

3.
Since you are turning this assignment into your Keyboarding teacher, you may wish to include their name on the memo using the “c” notation.
