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Conference Concluding Memo Assignment

Due: Friday, March 6th 5:00 p.m.
Length: 350-500 words (1 1/2 - 2 pages, single spaced)

Format: Professional Memo

Audience: 2010 Conference Coordinators (primary); Michael Moore (secondary)

Our conference format aspires to revise and to alter some traditional classroom and workshop formats in order to allow for different – and, we hope, innovative – kinds of learning and interaction. We won’t know what those learning and interactive outcomes are, however, until you document them, and that’s the purpose of your conference-concluding memo. 

Your memo has three sections:

· What you learned

· How you learned 

· Advice & feedback for next year’s conference coordinators

Section One: What You Learned

In this first section of your concluding memo, discuss at least three things that you learned at the conference. Were they practical ideas? Communication based? Technical? Strategic? Collaborative? Something else? Be as specific as possible when you discuss these outcomes. Feel free to include what you learned from preparing your own conference session and from attending other sessions. 

Section Two: How You Learned

The purpose of this section is to solicit feedback from you on the sessions you attended, which ones you found most professional, memorable, compelling, and why. These questions assume that everyone has different learning styles, and different preferences for interaction. For example, some people prefer to sit back, to listen, and to take notes. Other people prefer to be more actively involved in an interactive session, to be encouraged to participate.  Which session(s) did you find best fit your learning styles? Which presenters’ characteristics and presentation strategies did you find most helpful?  

Section Three: Advice & Feedback for Next Year’s Conference Coordinators

The primary audience for your memo is next year’s 2007 conference coordinators. What advice do you have for them? What should they do the same or differently than this year? Was the food good? Were the rooms appropriate for your purposes? Should it be a one-day or two-day conference? Was the program helpfully designed? What should they keep in mind as they plan, organize, and coordinate the conference? Write this section of the memo in the first-person: “you should do this … you should try that …” etc.

Have questions or concerns while preparing your memo?
Send them to ent2962-l@mtu.edu, with “Conference Concluding Memo” in the subject line.
