ENGL 402

Completion MEMOS

Like a progress memo, a completion memo informs interested parties about the status of a project.  They differ in that a completion memo reports on the end-product of a project and is written when the project is completed. 

As the author of a completion memo, you must be aware of your audiences’ needs and tell them what they need to know—not too little or not too much.  You must anticipate what they expect to find in your memo and how they might use the information you provide.  

The standard sections of a completion memo include

· Introduction—name the project, indicate the time period during which the project was conducted, state your intent to inform readers about the completion of the project.

· Work Completed—indicate the main project tasks, sub-tasks,  and report how all aspects of the work were completed.

· Problems— explain problems encountered while the project was in progress and how those problems were handled allowing for successful completion of the project. 

· Conclusion—evaluate the success of the project; if needed, indicate any further work that might be needed or advisable.
You will write one Completion Memo for the Final Project.  It is due June 17 by midnight. The audience for this Memo is Dr. Ericsson since she is the overseer of this project. Each member of the team must write an individual Completion Memo. The Memo should be emailed to her at ericsson@wsu.edu.

