MEMORANDUM 
vs.
ESSAY
	ESSAYS
	MEMOS

	· No headings
· No bullets, numbers, lists
· More objective than subjective
· Paragraphs with indentation
· Complete sentences
· Transitional sentences
· 1st or 3rd person POV 
· (limited 2nd person)
	· Headings

· Bullets, numbers, lists
· More subjective than objective

· No paragraphs

· No complete sentences (fragments are permissible)

· 2nd person is permissible 
· (as is 1st person)


EXAMPLE-ILLUSTRATION ESSAY
I. INTRODUCTION (with Thesis)
II. REASON #1

III. REASON #2

IV. REASON #3

V. CONCLUSION

MEMO

I. ABSTRACT

II. BODY
III. CONCLUSION
Jane Smyth

Dr. Housenick

ENG 101-001

6/2/2008

The Hemphill LaserFast Printer

Printers are quite important to the success of any business office.  Thus, periodic evaluations should be performed in order to guarantee that a given printer is meeting the demanding needs of a company.  McDuff Inc. currently uses the Hemphill LaserFast printer, which has several useful features.  Therefore, McDuff Inc. should continue the use of the Hemphill LaserFast printer due to its features, print quality, and cost.

One reason McDuff Inc. should continue using the Hemphill LaserFast printer is because of the printer’s features.  A useful feature of the printer includes the portrait and landscape print modes.  Another key feature is its compatibility with Adobe Post Script (level 3), which provides a wide variety of fonts.  Furthermore, not only does this printer have 32 megabytes of printer-buffer memory, but it also has selectable paper sizes, such as letter, legal, and half-letter.  It also has a print speed of 22 pages per minute.  In addition, the LaserFast printer is equipped with two built-in fonts and accepts several additional fonts from specially purchased cartridges.  This combination of features makes the LaserFast a most versatile printer.

In addition to printer features, another reason McDuff Inc. should continue using the Hemphill LaserFast printer is because of it print quality. This printer produces laser-sharp clarity that rivals professional typeset quality.  The print resolution is an amazing 1200 x 1200 dots per inch, among the highest attainable in current desktop printers.  This memo was printed on LaserFast, and, as can be seen, the quality speaks for itself. 

While printer features and print quality are two significant reasons McDuff Inc. should continue using the Hemphill LaserFast printer, the most important reason is the printer’s cost.  Not only do its features and print quality make the LaserFast printer an excellent network printer for workgroups within the firm, but, at a retail price of $1200, its cost also makes it one of the lowest-priced laser printers.  What is more, included in that low price is a full three-year on-site warranty, rivaling that of more expensive printers.
Because printers are a valuable asset to any business office, firms should hold on to a good one when they get it.  At McDuff Inc., we currently use the Hemphill LaserFast printer, and we should continue to use this excellent machine because of its features, print quality, and cost.
