Checklist for Memo of Introduction

This checklist includes format, development, and copyediting sections. Please carefully review one another’s work and offer feedback on this form. Then, discuss your feedback with one another. This workshop is an opportunity not only to better your work but also to meet other members of our class. If you have any questions, please let me know.

Formatting of Memo

Please place an “X” in the second column if the design feature is applied to your peer’s memo.

	Design Feature
	X

	Memo one page in length.
	

	Memo paragraphs single-spaced.
	

	One line space between paragraphs.
	

	No indention of paragraphs.
	

	Left justification of text.
	

	One-inch margins on all sides.
	

	Body text of memo in 12-point font.
	

	Body text of memo in Times or Times New Roman.
	

	 “To” line for 1st line of memo header.
	

	“From” line for 2nd line of memo header.
	

	“Date” line for 3rd line of memo header.
	

	“Subject” line for 4th line of memo header.
	

	Headings of memo in Arial font.
	

	Headings in bold.
	

	No heading for memo overview at the beginning of the memo’s body.
	

	No heading for one to two line memo closing.
	


Comments about formatting changes required:

Development of Memo

How can your peer better articulate his or her one to two sentence overview at the beginning of the memo’s body?

What advice do you have about paragraph structure? What specific areas can be developed? Which areas can be made more concise? 

Does the memo have well developed paragraphs with bolded subheadings? Offer revision suggestions.

What would you still like to know about your peer that isn’t included in this memo and is applicable to the assignment?

How can your peer improve his or her one to two sentence closing of the memo?

Please place an “X” in the second column if the subject area is covered in your peer’s memo.

	Subject
	X

	Major in school.
	

	Year in school or progress in school.
	

	Rationale for major.
	

	Activities, jobs, and internships related to chosen field.
	

	Career plans after graduation.
	

	Work style.
	

	Familiar technologies.
	

	Technologies to learn.
	

	Rationales for course.
	

	Background or experience to help with projects in this course.
	

	Past experience with types of writing and research projects.
	

	Main goal for course.
	


Comments about subject matter of memo:

Copyediting of Memo

Please place proofreading marks on your peer’s memo denoting any typos. Be certain to explain your marks to your peer. 

