
Worksheet to Identify Chronology

	Memo

Date
	Writer & Position
	Audience & Position
	Purpose of Document 

& if stated clearly
	Problems in Document
	Result of Document:

What action taken?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Invention Sheet

Each team member should fill out one of these sheets for each memo he or she works with.

	Memo #
	

	Writer: name, title, organization


	

	Recipient: name, title, organization


	

	Date of memo
	

	Does the writer state the purpose of the memo?  If no, is that a problem?  If yes, what is the stated purpose?


	

	Is the stated purpose the real purpose?  If no, what is the real purpose?


	

	Does that gap between the stated purpose and the real purpose cause a problem?


	

	Does the writer use a purpose paragraph that follows the heuristic we have discussed so that the writer orients the reader as to the problem, what the writer has done, the purpose of the memo, and what the writer would like the reader to do?
	

	Is the memo organized according to some clear pattern?  For example, cause and effect, chronologically, analysis


	

	Is that pattern appropriate for the content?


	

	Does the writer begin with most important idea or claim and end with least?


	


	Is any key information buried?  Is that important?


	

	Does the writer provide convincing evidence for claims?


	

	Is the language used appropriate for the audience--remember not all managers have a technical background


	

	Is the memo visually easy to read?


	

	Does the writer use navigational aids?


	

	Did the memo achieve the desired result?


	

	What is your overall opinion of the memo?


	


Use the following report planner to help you assign team roles, designate areas of expertise, schedule work and writing time.  


Please hand this in with your team paper.

Team Roles
	Name/Phone/E-Mail & when available
	Team Role
	Designated Duty

	
	Group Leader
	

	
	Task Manager


	

	
	Devil’s Advocate


	

	
	Praiser/Morale Booster
	



Task Assignments
	Name
	Memos individuals will focus on
	Topics individual will develop for report

(e.g. lack of purpose paragraph etc.)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Schedule for Paper
	Day/Date Meeting
	Purpose & Goal of Meeting
	Individual responsibility for that day
	Result & Next Task
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