10 Points

Write a memo to Harland Hodges addressing the topics in Assignment 1 below.

Address each topic in a clear, concise, easy to read format.  Don’t make the reader work too hard to interpret or understand your points.  Make them easy to find (organize properly) and use clear easy to understand English.  Memo’s are not novels and should not contain many multi-syllable words, overly descriptive adjectives, or words that require a dictionary for readability (remember that everyone in the workplace may not have a college education).

Get to the point.  If you are asked “what time is it”? Don’t tell someone how to build a watch.    
Do not use meaningless words or words that mean only something to you.  Remember, the reader will not be able to read your mind.  
Make sure that you cite information which is directly quoted or paraphrased from another source.  Do not claim words that are not your own.
Organization is important so that the reader can quickly identify what he/she is reading.  Headings are very important for memos containing multiple sections.  Remember that the reader may not want to read the whole memo; he/she may only want to read specific sections.  Make sure that he/she can find them quickly and easily.

Memo Format – 


Date:

To:

Cc:

From:

Subject:

All memos contain a summary paragraph of what the memo contains, so that the reader knows what it is he/she is about to read.

Organized information with headings and proper indentation for material you want the reader to find easily.
Assignment #1 (the outline format shown below is to identify the memo content … do not use the outline format in your memo)
Brief summary paragraph of what the memo contains.

3 - Industry Sector Classifications and 1 Company from each.  
For each sector and company explain why you feel would be beneficial to study further.  Your explanation should be based on how studying it will enhance business concepts you have learned in your education here at the College of Charleston.  
Sector 1

Explain
Company 

Explain
Sector 2

Explain
Company 

Explain

Sector 3

Explain
Company 

Explain

Career Objective

Explain your career objective (i.e. How high in the management hierarchy do you wish to go?) and how you anticipate reaching your objective (i.e. steps that you must take, skills you must possess, professionalism you must exhibit, and work ethic you must have).

Media Sources  
List sources you should watch or read on a routine basis to keep up to date with the constantly changing business world.  Explain how the source will enhance knowledge, understanding, and skills you have learned that are necessary to be successful in business.  In addition, explain what information this source provides and how-where-when the reader can find it.
3 Business related TV Shows – do not use general news shows
Show 1

Explain
Show 2

Explain
Show 3

Explain
3 Business Print Media Sources (Newspapers and/or Magazines) - do not use general news sources like the Charleston Observer.

Print Media 1
Explain
Print Media 2
Explain
Print Media 3

Explain

3 Business Internet Sites

Site 1
Explain

Site 2
Explain

Site 3
Explain
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