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Your memo has two major purposes: first, to persuade me—your primary audience—of the promise and 
stakes of the angle on issues of class and labor at the university that you have chosen as your term-long 
research focus; and second, to practice the concise, professional genre of the memo, a genre common 
to corporate, non-profit, and governmental sectors of communication. 
 
PRELIMINARIES 
 

• Length: 500–750 words 
• Points: 10 
• Due: Wednesday, 5/20, as a hard copy at the beginning of class 
• Turn your memo in with a hard copy of the rubric (available on the blog) 

 
FORMAT 
 
Your first task is to visit the guidelines to memo writing at the Purdue Online Writing Lab (see our 
Resources page) where you will learn about memo format; we will use the Purdue OWL’s “Parts of a 
Memo” as a scaffold for this assignment—with the caveat that you should a) feel free to combine and/or 
rearrange sections as appropriate for your memo, and b) give your sections interesting and specific titles. 
Titles go a long way in grabbing attention and reinforcing urgency; I do not want to see any memos with 
headers like “Introduction,” “Context,” “Discussion Segment,” etc. 
 

The Opening Segment is pretty self-explanatory. Introduce your angle on class and labor at the 
university. Make it sound interesting and urgent. This is your moment to hook me, your reader, 
and convince me that this will be an interesting and sustainable research focus for the rest of the 
term. 
  
Context is also fairly self-explanatory. How does your angle fit into the broader context of class 
and labor at the university? What is the background here? Why is your angle timely and relevant? 
 
Your Task Segment should address the following questions: What is your purpose in focusing on 
this specific angle of class and labor? What kinds of research do you intend to do—that is, what 
resources are available to you on the web and in the greater Pittsburgh area? (Note: You will not be 
able to be specific about your research plan unless you have begun researching—make sure you do 
that.) What questions does this particular angle raise for you, and what do you hope to learn? This 
segment should include a bulleted list of at least five questions that specifically frame your inquiry 
surrounding class and labor at the university. 
 
Your memo does not need a Summary Segment. 
 
Your Discussion Segment should present some preliminary research on your angle. Show me that 
this is a compelling avenue into a more focused investigation of class and labor at the university. 
You should also discuss the stakes of your project. Why is it important? Which publics have a stake 
in your issue and how will your research and writing serve them? Think, here, beyond the 
classroom. Who are your real-world audiences, and what might be the real-world consequences of 
your work?  
 
The Closing Segment is, quite simply, the concluding piece of your memo. It is important here to 
reinforce the purpose and urgency of your project. Generally speaking, conclusions should be the 
best-written portions of any piece of writing: the last words we read are the ones we remember 
most. 


