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	During the semester in this business course you will have to communicate with your teacher and fellow classmates. Writing a quick, easy to read business memo may be the most effective form of communication. The format for a business memo is very similar to e-mail, which contains the following headings; “To”, “From”, “Date”, “Subject” and “Message”.

Your first assignment is to follow the proper format and create a business memo responding to these possible topics

· Your “smart” goals for the semester

· Why did you select this course 

· What teams, events, clubs you plan to participate in this semester
· Ways/methods you learn best

· What makes a good teacher

· Your “personal slogan” or “message”
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