
Memos
1. Open a new screen in Microsoft Word.

2.
Prepare a header that includes your first and last name, and class period.
2. Prepare the message below in memo format.  
· Single Spacing/Remove Space After Paragraph

· Times New Roman, 12 point font

· Customize top margin to 2”
3. The memo goes:

· To  Mr. Zanuck

· From Kelly McKay

· Use today’s date 
· Subject SURVEY FOR MATH CLASS

As part of a math assignment my teacher has asked me to survey the students in your class by asking them several questions.  After I tally the responses, I will then prepare a bar graph and pie chart of the results of the survey.
Would it be possible for me to take ten minutes of your student’s time on Tuesday to conduct the survey?  I promise to be very quick and organized so that everything will go smoothly.  I will also be happy to send your class the results of the survey.  Please let me know if you approve of my project.  
4. Check for spelling and proofreading errors.  

5. Save this document as practicememo.lastname
6. Upload to Moodle under “Upload practicememo.lastname here!!”
