Running Head: FEEDBACK ACTIVITY                                                                                       1

FEEDBACK ACTIVITY                                                                                                                 2




Feedback Activity
Name
Learning Institution



















Feedback on Memorandum
Shaping the Page 
The word MEMORANDUM should be written as the header on the top of the page with capital letters. 
There should be a space from the top of the page and aligned left. It should be double spaced with the next heading line.
Address the recipient appropriately, by using the full name and the title “To”.
Include the job title and your full name “From”
Include date; it should be complete stating month and the year
Consider a specific phrase as the subject
Styling 
Capitalize the first letter or the entire heading words such as To, From, Date, Subject
Words should be written in a clear font such as Times Roman or Aerial size12
There should be no formal salutation, instead go straight to the point and introduce the issue in the first paragraph
Formatting
Formatting heading should be done properly. The header should be at the top page aligned in left. 
Align the texts in left and double space then sections.
One inch margins should be left on all sides
Paragraphs should not be indented
A memo does not have a signature line, only the name or job title


[bookmark: _GoBack]Revised MEMO

MEMORANDUM
To: Sarah Johansen, Facility designer Shop ‘N’ Leave
From: Facility Project Manager, Shop ‘N’ Leave, Dunedin
Date: January 30, 2019
Re:   Denial of Necessary Permit to Continue With the Proposed Design

This is to bring to your attention the permit denial for the proposed project.
For any disposal of the wastewater project to be successful, it requires the permission of an official in public service. The disposal program for our project includes the disposal of wastewater from refrigerators. However, the responsible authority at your station has denied permission to use the wastewater system. He has advised that we use the stormwater drainage system. 
But depending on the kind of wastewater we produce it will be illegal to use the stormwater drainage.  As the situation is in the present, we cannot continue with the project as earlier designed.   
 I am working towards finding a solution to the problem; therefore, I require some time. You should be prepared to make some changes to the design if need be. 

Thank you
Facility Project Manager



Whether or not the feedback is applicable to the document series
Feedbacks are essential in helping the learners or parties involved to get a better understanding of what is expected of them. In my case, I feel that the feedback report has a significant impact to my writing.  I have learned about the formatting of a memo and the requirement. This feedback report will guide me to make the necessary revision and improve my writing.


