
MEMO REPORT

A memo report, as the name implies, is a report written in memo format. Memo reports are commonly used to reply to a
request for information. In contrast with a .

If you would like me to perform this task or answer any further questions, please do not hesitate to contact me.
The emphasis in a memo-type report is on the results, discussion, and conclusions derived from the
experiment. The memo-type report, as defined herein, should be written for your instructor rather than for
someone up the supervisory line. Please include all the sections above. Then plan how to organize the
information. If the test rig's rotor were stored horizontally, the weight of the rotor would more than likely
cause a permanent bow in the shaft. Organization Following the heading, memo reports begin with a brief
introduction, stating the purpose of the report and giving a brief overview of the contents. Uses For short as
well as semi-formal reports in business settings, memo reports are an increasingly common genre. Memo Lab
Reports will be divided into the following sections. Use side headings and paragraph headings as needed in
your report to label sections of the report and make it easy to follow. The memo-type report differs from a
formal report primarily in its brevity. Concision is important, but does not trump clarity and completeness.
Conventions As the name implies, memo reports share many conventions with standard memos. Again, we
spun the rotor to rpm to measure the corrected response O'. One exception to that document occurs when the
instructor specifically states that a "memorandum-type" report is to be prepared on the results of a particular
experiment. Thus, you need not devote much space to those topics. To further lower the vibration amplitudes,
I suggest making a second run through the balancing procedure. Nevertheless, you must adequately
demonstrate in the report that you understand the significance of the experiment and of the results obtained. If
you have comments, suggestions, or questions, please direct them to one of the editors. This brevity results
from the change in reading audience. When the test rig is put into use after a long period in storage, I
recommend that oil be applied to each of the bushings. Formatting To begin a memo report, key the heading
words and information to print about one inch from the top of the page, as you would for any memo. From the
Bode plot of this original response, we found that the first critical speed occurred at approximately rpm.
Course Information. You may wish to use bold print or underlining for headings in a memo report to make
them stand out from the rest of the text. See Unbound Report Example for sample side and paragraph
headings. Sentence and paragraph structure should forefront and emphasize important information and major
pointsâ€”make sure these points are easy to find and not hidden behind less important information. Longer
reports require a more detailed executive summary. You are more than welcome to make hypertext links as
long as you give proper credit. Use the default side margins for your word processor. Leave one blank line
between the heading words and before the first paragraph. Results are probably best presented in graphic or
tabular form. Single-space the paragraphs and leave one blank line between paragraphs. Details of the
balancing procedure are presented in the Balancing Worksheet, which is in the laboratory, and a summary of
the procedure is provided here. When writing a progress report, focus on the importance or contribution of the
events, not just their chronology e. Memo reports are well suited for progress reports, proposals,
recommendations, short studies, and persuasive reports or white papers.


