Memorandum Analyzing a Lab Report 
Requirement: 
· Polished, properly formatted, 2-page memorandum 
· 12-point Times New Roman font 
· Single-spaced lines 
WHAT: Analyze a sample lab report provided by your instructor to determine the extent to which the lab report successfully accomplishes its required tasks. Then write your findings in a 2-page memorandum (memo) addressed to your course instructor. 
HOW: This assignment is designed to familiarize you with basic elements of engineering and science lab reports and to teach you how to construct a memo for business use. Analyze the lab report provided by your instructor and then write a memo detailing your analysis. The final draft of the memo should include the following sections and information: 
Heading: A standard memo heading section that contains To, From, Subject, Date. 
Introduction: Begin the memo’s content section by clearly stating why the memo has been written and what topic the memo will discuss. This is an overview section and usually not more than two or three sentences in length. 
Findings or Results: After analyzing the lab report, arrange your results so the most important points are discussed first in the memo. This will be the longest section of the memo and will likely require several clear and concise paragraphs. Here are some questions to consider as you determine the extent to which the lab report successfully accomplishes its required tasks: 
Does the lab report 
·  contain a complete cover page, abstract, and sections detailing the experimental 
procedure, data/results, questions/discussion, conclusion? 
·  clearly define its purpose? 
·  clearly describe the problem that led to the lab experiment/test? 
·  appear to clearly explain the lab experiment’s limitations? 
·  discuss any theory necessary for a reader to understand the lab experiment/test and lab report findings? 
·  describe the apparatus used to collect data for the lab report? 
·  describe the procedure used to collect data for the lab report? 
ENG 
clearly provide results of the lab’s experiment/test?
appear to properly interpret the stated results of the lab’s experiment/test? appear to make proper conclusions from the interpretations?
provide recommendations based on the lab report’s findings? 
Conclusions and Recommendations: This section of the memo will state your most significant recommendations for improving the effectiveness of the lab report; this section will probably be a single paragraph in length. 
This is the sample memo [image: /Users/hamad/Downloads/SampleMemo_andChecklist-2.PDF]
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Assessment Worksheet

_____	Memo contains required identification lines (up to .25 points possible)

_____	Subject line contains a topic and a focus (up to .25 points possible)

_____	Introduction clearly states (up to 2 points possible)
_____	Why memo has been written
_____	What topic memo is discussing

_____	Body answers questions posed by  the class published assignment description (up to 4 points possible)
_____	Does lab report have cover page?
_____	Does lab report have abstract?
_____	Does lab report have sections detailing the experimental procedure, data/results, questions/discussion, conclusion?
_____	Does lab report clearly define its purpose?
_____	Does lab report clearly describe the problem that led to the lab experiment/test?
_____	Does lab report appear to clearly explain the lab experiment’s limitations?
_____	Does lab report discuss any theory necessary for a reader to understand the lab experiment/test and lab report findings?
_____	Does lab report describe the apparatus used to collect data for the lab report?
_____	Does lab report describe the procedure used to collect data for the report?
_____	Does lab report clearly provide results of the lab’s experiment/test?
_____	Does lab report appear to properly interpret the stated results of the lab’s experiment/test?
_____	Does lab report appear to make proper conclusions for the interpretations?
_____	Does lab report provide recommendations based on the lab report’s findings? 

_____	Conclusion (up to 1 point possible)
_____	Tells when memo’s author plans to follow up or when he/she needs response and explains why dated action is important
	(Might also serve as location for memo’s recommendations.)

_____	Highlighting techniques used effectively in document design (up to .25 points possible)

_____	Memo is concise (up to .25 points possible)

_____	Memo is clear (up to .25 points possible)

_____	Memo recognizes its audience (up to .25 points possible)

_____	Memo is free of all grammatical and punctuation errors (up to 1.5 points possible)
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jht Watchers International, Inc. FAX 516 390-1445
175 Crossways Park West
Waodbury, New York 11767-2055
5163901400

MEMO TO: Marketing Manager

FROM: Barbara Novak, Sales Assistant
DATE: August 9, 20—

SUBJECT: Yellow Pages Advertising

I'recommend we continue purchasing a quarter-page ad in the Yellow Pages. My
recommendation is based on the fact that Yellow Pages advertising has produced
more inquiries than any other method of advertising and has increased net profits.

A PILOT TEST WAS SET UP

On March 1, you asked me to conduct a three-month test of the effectivencss of
Yellow Pages advertising. | purchascd a quarter-page ad for the edition of the Yel-
low Pages that was distributed the week of June 2 to 6. For six weeks thereafter,
we queried all telephone and walk-in customers to determine how they had learned
about our company.

T also compared the percentage of signed contracts resulting from each source. Pre-
cise before-and-after sales data could not be generated because of other factors that
affected sales for each period (for example, time of year and other promotional
campaigns).

RESULTS WERE POSITIVE

My analysis shows that 38 percent of the callers after June 2 to 6 first learned
about our company from the Yellow Pages. The next highest source was referrals
and repeat business, which accounted for 26 percent of the calls. In addition, 21
percent of the Yellow Pages inquiries resulted in signed contracts.

WE SHOULD CONTINUE ADVERTISING

Based on the $358 monthly cost of our quarter-page ad. each dollar of ad cost is
producing $3.77 in sales revenue and $0.983 toward product margin. These results
clearly support the continuation of our Yellow Pages advertising. 1 would be happy
to discuss the results of this research with you in more detail and to provide the
supporting statistical data if you wish.
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WRITING THE REPORT

Informal
Memorandum Report

The memo format indicates the
reader is someone from within
the firm.

Uses a direct organizational style:
the recommendation and
conclusions are given first,
followed by the supporting
evidence.

Uses informal language; makes
extensive use of first- and
second-person pronouns such as
1, me, we, and you.

Uses talking headings to reinforce
the direct plan.

Does not include the detailed
statistical information but makes
it available if needed.

s e

10 Checklist will give you the opportunity for self-assessment and peer evaluation

it writing.

- MEMO CHECKLIST
7 Does the memo contain identification lines 6.
‘Date, To, From, and Subject)?
A Does the subject line contain a topic and a focus? 74s

ot

o

Does the introduction clearly state
= Why this memo has been written?
« What topic the memo is discussing?

Does the body explain exactly what you want to 9.
say?
Does the conclusion
« Tell when you plan a follow-up or when you want a
response? 10.

« Explain why this dated action is important?

Are highlighting techniques used effectively for
document design?

Is the memo concise?

. Is the memo clear

* Achieving specificity of detail?
o Answering reporter’s questions?
Does the memo recognize audience

o Defining acronyms or abbreviations where
necessary for various levels of readers (specialists,
semi-specialists, and lay)?

Does the memo avoid grammatical errors? Errors

will hurt your professionalism.
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