Please respond to the following prompts as a group for the Internal Memo draft workshop.
1. Is the memo’s formatting correct? Does it contain a complete header and message?

2. Read the memo’s introduction and report its stated:

a. Subject

b. Purpose

c. Main Point

d. Background Information

e. Importance of the Subject

3. 
The memo’s body is divided into what topics?

4. Read the memo’s conclusion and report how it:

a. Thanks the reader

b. Restates the main point

c. Looks to the future

5. 
What type of memo does this appear to be (Inquiry, Response, Transmittal, Claim, Adjustment, Refusal, other)?

6. Note any places where the memo does not:

a. Use the “you” style

b. Create an appropriate tone

c. Avoid bureaucratic phrasing
