Please answer all questions below:

1. What is a memo format and when it is used?					2 



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 




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 



0. Briefly explain what a short progress report generally includes? For what purposes is it used (mention two purposes)? 					3 



0. What is a meeting agenda and why is it needed for a meeting?			2 



0. What is a meeting of minutes report and what is its purpose?  			2 





0. What is the difference between a resume and an application (cover) letter? Mention at least two differences.							2




0. What should the introduction (first paragraph) in the application letter tell the reader? 											1





0. What does a reverse chronological order in a resume mean?			1





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

