TO:

Mr. French, Principal

FROM:
Amy Meyer, Business Teacher

DATE:

June 11, 2008
SUBJECT:
KEYBOARING- SCHOOL IMPROVEMENT MEMOS

My Keyboarding class recently completed an assignment to reinforce their knowledge of the memorandum format.  The students were to address a memo to you, their principal, in regard to suggested improvements for Portage Northern High School.

We have included a selection of memos for you to review at your leisure!  The students are excited that their suggestions are being sent to the principal!  They are also excited to demonstrate that they have learned how to properly format professional documents like memos.

Thank you for your “listening ears.”

am


