Attachment 1

Mechanical Engineering Memordandum

To:

Name of recipient(s) and title(s)

From:

Name of sender(s) and title(s)

Date:

Month, date, year

Subject:
Purpose of memo

CC:

List who copies will be sent to, if appropriate

Attachments:
List number of attachments, if they are used

The memo is a brief communication (1-2 pages, single-spaced, double-spacing between paragraphs, each paragraph is flush left, 12-point font for body and 10-point font for footer, 1-inch margins, page numbers, plus attachments).  You are writing to busy people who want to access information quickly.  You must economize your ideas and present them as concisely as possible.  Attachment 1 is a “style sheet” that shows you what a basic memo should look like for ME classes.

Always clearly state the purpose of your memo and a preview of what you will discuss.

Heading Level 1

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

Heading Level 2   XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.
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