CHAPTER ONE: COMMUNICATING: AN OVERVIEW
PROCESS E-MEMO
A process memo is a tool you can use to communicate with your instructor. In a process memo, you will relate information about your learning process. For example, you could discuss the concepts and principles that are helping you make progress with your writing and the areas of writing that still cause you problems. 

For your instructor, the process memo is a diagnostic as well as a communication tool. By knowing more about what gives you difficulty with writing, your instructor can assist you more effectively with your learning process. Thus, periodically your instructor may ask you to compose a memo about the concepts and principles you are learning or the areas, which you find difficult. Your instructor may also ask you to attach a process memo to a paper you are resubmitting so that you describe changes and corrections you made. 
Here is an example of a process memo:

To:

Ms. Young

From:

Danuta Torres

Date:

October 5, 2005
Subject:
Writing Progress

So far, I have learned a lot about writing and its process. Mind mapping is very helpful in getting me started to write about a topic. Before I learned how to mind map, I would struggle with my topic and forget what I wanted to say before I could get words on the page. Freewriting sometimes helps me, too, but not as much as mind mapping.

I have also learned that I like to write more than I thought. I still struggle with punctuation and would like to learn more about the proper way to use commas. 

Thank you for asking about my progress in this class.

Instructions: First, take 3 minutes to do a mind map and then take then take 8 to 10 minutes to do a focused writing. Then write a process e-memo to your instructor about the concepts and principles in this chapter that will be useful and helpful in the workplace. When you are finished, send the e-memo to your instructor.
e-Memorandum

To:
[Instructor’s name]

From:
MACROBUTTON NoMacro [Click here and type name]
Date:
current date will be inserted automatically

Re:
MACROBUTTON NoMacro [Click here and type subject] 
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