October November 2016
These are the completed example answers made by the e-tutor C BOSMAN. I’m not sure they’re exactly memos, but they’re better than nothing
Question 1: Minutes
[bookmark: _GoBack]After reading the background, we have already established what the direction of the meeting will be - the excessive use of paper in the company. 
Let's get to the minutes. 
5.1 Stationary use
· The topic was introduced by Mr Gezani (chair)
· Mr Mashinini, stated that the stationary budget has been exceeded. He claims it is due to the excessive use of paper.
· We don't care about Mrs Tai's insecurities! Leave it out.
· The suggestion was made that a stock take should be done once a week to establish how much paper is being used per week, or if someone is stealing paper. 
· It was decided that the filing clerks should do a stock take once a week. 
· Mr Steyn asked if it is really necessary to print 3 copies of the Proof of Delivery. 
· It has been noticed that the ladies in invoicing often make mistakes and waste a lot of paper in doing so. 
· Mr Todd has agreed to speak to the ladies about their carelessness. (we have to mention Mr Todd because he is taking responsibility). 
· Mr Steyn suggested that one of the ladies move to the office next to his; his suggestion was accepted and one will move by the end of the week (we have to mention Mr Steyn here, as they will move next to his office) 
· Mr Gezani brought up the necessity of 3 copies of the Proof of Delivery again.
· Mr Mashinini explained that it is necessary for each party (warehouse, store and own company) to receive a Proof of Delivery. 
· The turnover for the company has doubled, and it was suggested that the stationary budget should be increased by 30% to accommodate the company growth;the suggestion was accepted.
· Mr Mokgope suggested that the company investigate new paperless systems, which scans deliveries electronically. 
· Mr Makgope was asked to investigate this option and to present it at the quarterly meeting.









Question 2: Memo
Okay yikes. This memo is threatening and unprofessional and basically needs to be rewritten. But before we get to what's wrong with the memo, let's look at the background.
What is the purpose of the memo?
· customers are complaining about gum chewing and loud conversations during sessions.
· you desire a clean and neat image, which is being undermined by the casual dress of staff.
· You are implementing staff uniforms.
· Staff will receive two, and need to purchase the rest themselves.
Cool, now that we've got our background sorted, let's see what we learn from the memo by sifting the NB information from the mess
· The first two paragraphs give the same info as the background, except we learn that the company is getting discounts on uniforms.
· Paragraph 3 tells us that the salon will be closed, and that Shayna Sherman, an image consultant will present a workshop on corporate image. We also learn that attendance is mandatory. 
· Paragraph 4 is an appeal for better dress and dedication. 
Now we're ready to see what's wrong with the memo.
· to Everyone
· Re: pathetic attitude. Eish
· The informality of the SOOO and capitalising whole words for emphasis. That's kindergarteny.
· All those horrible rhetorical questions.
· The personal opinion on how irritating it is to hear gum-chewing
· The passive aggressive tone in introducing staff uniforms
· "if you are wanting"/"you can't be expecting". The overuse of the present continuous tense really grinds my bones.
 Let's write
TO: The staff of Marvelous Makeover Beauty Salons
FROM: Sally Sully (owner) (rather give a name and put the title in brackets) 
DATE: 12 August 2016 (full date)
RE: The appearance and behaviour of staff members
Marvelous Makeover Beauty Salons have, unfortunately, received a number of complaints from customers regarding the appearance and behaviour of staff members. (you can't sidestep this issue. It needs to be addressed, but you can address it professionally). Please remember to act and dress professionally around clients. This means that you should not chew gum or talk loudly to one another while you are busy with a client, and your hair, nails, and clothing should be neat and clean. 
To assist in this matter, Marvelous Makeover Beauty Salons have decided to implement a staff uniform, which must be worn by all staff members. The company will provide two uniforms for you. If you should require more, you will have to purchase them yourself. There will be a discount on uniforms for the staff of Marvelous Makeover Beauty Salons. 
Furthermore, Shayna Sherman, a professional image consultant, will be presenting a workshop to staff next Tuesday, 16 August (you must give the date). Attendance is compulsory, and steps will be taken against staff members who do not attend. The salon will be closed on Tuesday, so there is no excuse not to attend.
Marvelous Makeover Beauty Salons will appreciate your cooperation with regards to your appearance and behaviour. Hand in hand, we can help each other to improve the future of this company.
[The end should have name, title and signature at the end, but the tutor left it off]
Name
title
signature






















 

Question 2: Report
First things first: what kind of report is it and what is the objective.
It is a progress report, and the objective is to implement technology (tablets) in New Horizons Primary School. 
Lets discuss the info we are given in the background
· tablets are supposed to reduce work and textbooks
· not all children can afford them
· security is an issue
· the tablets must be charged so that batteries don't go flat during school hours. 
 
Introduction 
To: School Governing Body                                                                                             From: C Langa
New Horizons Primary School                                                                                                   Senior Management IT
Your Ref: 75/2000                                                                                                                      My Ref: 11/12
 
Date: 12 November 2016
Progress made on the implementation of tablets in New Horizons Primary School
1. Background
The Governing Body of New Horizons Primary School has recently decided to implement the use of tablets in school to reduce the load of textbooks learners have to carry. They will have all their textbooks available on the tablets, and assignments will be submitted electronically. 
Dates of implementation phases: 1 October 2016 to 1 January 2017
2. Description of Project
Implementation of tablets
Phase 1: Discussions were held with parents and staff to inform them of the new technological implementations
01/10/2016
Phase 2: Sockets in classrooms checked and WIFI installed in classrooms.
10/10/2016
Phase 3: Budget discussions
3. Procedures and Work Completed
Phase 1: The discussions with parents yielded positive feedback and receptions. 
Phase 2: All sockets have been checked in all classrooms and WIFI has been installed successfully.
Phase 3: The budget has been discussed for the improvement of security as well as fundraising for learners who cannot afford tablets.
4. Difficulties encountered
There seems to be a difficulty in generating ideas for fundraising for learners who cannot afford tablets. The majority of the budget has gone to  improving security. A task force has been appointed to lend support to these learners.
5. Next Phase
Phase 4 will start 1 December 2016 where training will be offered to staff and parents who do not know how to use the tablets.
6. Conclusions and Recommendations
The project is running on schedule with slight troubles in the budget. 
It is recommended that each teacher receive a power bank to keep in class so that students may charge their tablets while completing class work. 
 
NOTE: I think it is highly unlikely that you will get a progress report in the exam, but please still study the correct format.  


