MEMO
· Barbara Sloan, Regional Manager, returned from her Barbados vacation late last night, having forgotten about today’s board meeting.  So she called me in a panic, describing her plight.  She needs from us updated insight on 3 of her biggest projects:

· Mohegan Sun

· LCCC

· Hershey
· You will work in teams of 3, reading the local coverage of these stories and noting the information vital for her to know.

· You will then draft a 1-page memo regarding the given article.

· Follow the ABC format discussed in the text book.

· Abstract

· Body

· Conclusion

· Follow the page design guidelines you have already studied.

· Apply the reader-analysis you have already studied.

· As a manager, what does she need to know?

· This vital information is culled from the article & placed under appropriate headings in the Body.

· Use the memo template for M-Global, Inc.

