Please answer all questions below:
1. What is a memo format and when it is used?




2 


The memo format is normally used to pass information on official business, procedures, or policies within the organization. It can be described as a one-to-all mode of communication because it is used to broadcast messages to a large audience. Memo reports are typically intended for in-house communication. The intention is normally to inform or call an audience to action. 


0. What is the purpose of an incident report? Give an example from a real-life situation that shows when an incident report should be written. 

2 

An incident report usually documents or records a troublesome happening or occurrence. A real-life example showing when an incident report should be written can be seen from an occurrence such as a security breach in the office. The report would be useful in such a case because it would give a detailed explanation of what transpired and the causes. 




0. When writing a travel report, we need to have an introduction (the first paragraph or two paragraphs), a description of activity/service, a cost accounting, and a conclusion (assessment). Explain what the introduction and the conclusion should generally include in terms of their content.



3 

The introduction in a travel report covers fundamental aspects such as the purpose of travel, the destination, departure and arrival date and time, and the mode of travel that will be used. The conclusion usually provides an assessment of the significance of travel. It may also offer recommendations on the feasibility of such travel, which can be used in the future. 



0. Briefly explain what a short progress report generally includes? For what purposes is it used (mention two purposes)? 




3 
A progress report is usually written to provide information on the progress that has been made on a project. It includes a description of the work that has been completed, the problems that have been faced, the proportion of work that is remaining, and the conclusion or recommendations concerning the project. One purpose of a progress report is to reassure the recipient that progress is being made or that the project is going on well and may be completed within the stipulated period. The other purpose is to enable the recipient to get a brief look at the project.  



0. What is a meeting agenda, and why is it needed for a meeting?


2 

A meeting agenda is a list that encompasses the items that will be discussed in a meeting. It can also be described as a roadmap that offers direction or a sense of purpose for a meeting. A meeting agenda is normally necessary because it provides a professional means of conducting meetings. It also ensures that meetings are structured properly, and it assists with the preparation of minutes.   



0. What is a meeting of minutes report, and what is its purpose?  


2 

This report is an official record that covers the points that were discussed in a meeting and the decisions that were made. The purpose of the report is usually to make sure that there are written records of the meeting proceedings to ensure that members do not forget about some of the decisions that were made during a meeting. 





0. What is the difference between a resume and an application (cover) letter? Mention at least two differences.






2

A resume is usually an outline or a detailed list of an applicant’s work history or qualifications. An application or cover letter, on the other hand, is a letter that is written to seek for a job. The other difference between a resume and a cover letter can be seen from their components. The information that is included in a resume includes contact information, career objective, education, work experience, computer literacy, specialized skills or credentials, honors and awards, community activities, and references. An application letter, on the other hand, includes writer’s address, date, inside address, salutation, followed by a colon, body of the letter, complimentary close, writer’s signature, and the writer’s name and title below the signature.

0. What should the introduction (first paragraph) in the application letter tell the reader? 










1


The introduction of an application letter should typically tell the reader about the job that is being sought, and it should also explain how the writer got to learn about the opening. 




0. What does a reverse chronological order in a resume mean?


1


The reverse chronological order in a resume usually describes a person’s work or employment history starting from the most recent going backward based on the dates. 




0. Sometimes in a resume, you need to start with a (career) objective. Briefly explain what it is and what should tell the reader of your resume? 


2

In a resume, the career objective is usually a brief focused statement, detailing a person’s career plans. A career objective usually informs the reader if a person is suited for various positions. 
