Direct Memo Structure for Good or Routine News
YTC CRITICAL THINKING RUBRIC
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Competent - 3

Developing - 2

Elementary - 1
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Memo Structure for Good News
Direct Pattern

1. Use memo form as illustrated in the textbook.

DATE:
TO:
FROM:
SUBJECT:

2. Locate the main idea or purpose of the memo.

3. Determine the audience and gauge audience reaction to memo.
4. Choose direct order if you are delivering good or routine news.
5. If you are delivering such news, follow direct pattern.

e Main idea
e Specific details and reasons
e Friendly close, perhaps indicating action

Prompt: You have been asked to take charge of the yearly raffle at the XYZ company where you have been
working. The raffle raises money for the children in a local homeless shelter, Shepherd’s Fold. This year you raffled
off a grill and raised over 500 dollars. James McKinnon won the grill, so you are sending him a memo to give him the
news. Write this memo. Add any details that you think would be pertinent to the memo, such as how to pick up the
prize.



