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General Requirements

* Use memo format.

* Use your own words. Content that is copied and pasted from other
sources is considered plagiarized and is not acceptable.

* Acknowledge your sources
* APA in-text citations
* APA references page

* Use an appropriate tone, technical writing style and correct format.
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Your Task

* Select a topic for your formal report.
* Write a memo to propose your chosen topic

* Use Pyramid Structure

* Summary — Briefly summarize the main point of your proposal.

* Introduction (Background) — Describe why you are writing the proposal and
provide background on the proposal contents.

* Proposal Details (Facts) — Outline the problem and methodology that the
report will attempt to address. Include the following:
* Proposed Plan
* Feasibility
* Action (Outcome and Recommendations)— Positive Action Closing.




