To:
TWC5/401 Students
From:
Michael Moore 
Date:
1 June 2010
Re:
Course Acceptance Memo

Due: Friday 6/4, uploaded to the Digital Dropbox

Background

A common writing feature in Technical Communication is the memo. While e-mail is increasingly common in professional and workplace contexts, writing good memos is still a necessary skill. 
By accepting the terms of the course, you acknowledge that you have read and that you understand the course materials posted on the course site, especially the Course Introduction Letter, and the main course site @ http://composing.org/twc401/.
Pay particular attention to the Calendar, Policies, and Projects sections, as those contain important information about expectations and responsibilities for successful completion of this course. Consider your acceptance of those terms as our “contract” for the course.

How to format your Course Acceptance Memo

Note that I have used some visual “chunking” conventions in my memo to you: a bulleted list and subject headings. Chunking your textual and visual elements like this is known as an organizing principle: it helps your audience read more easily, and makes it easier for them to identify the important elements on the page. Try it with yours, too: include some organizing principle in your memo that helps me follow your organization and visual priorities.

Necessary elements in your course acceptance memo:

· Confirmation that you’ve read and understand the course materials posted on our class site
· Confirmation that you’ve read the Course Introduction Letter, and agree with the Agreement on Using Course Communication Technologies

· Save your memo as accept_yourlastname.doc (for example: accept_smith.doc) and post it to our class DropBox on myASU

And finally …

If you have any questions or concerns about the memo before or during your writing, please post them to the course Discussion Forum. We will post most of our comments, questions, concerns, and responses to the Discussion Forum during the semester so that others in class can see them, too. Don’t be shy.

Welcome to Principles of Writing with Technology!

