
How Do I Write the Introductory Memo Assignment? 
 

In-Class Exercise 
 

In order to write the introductory memo, you need to know someone else in the course, 
preferably somebody whom you do not already know. Break up into small groups—no more 
than four people per group—and take turns talking. Introduce yourself, say something interesting 
about yourself—perhaps a funny anecdote—and memorize the name and some information 
about another person so that you can write about that person in your introductory memo. 
 

Sample Introductory Memo 
 
Your introductory memo assignment is to write a short memo introducing yourself to me. The 
memo format uses headings for To, From, Date, and Re. It does NOT include such lines as “Dear 
Reader” or “Sincerely.” (Those lines are used in the LETTER format.) See the example below. 
 
“Re” means subject. 
 
In your introductory memo, tell me your non-grade goals for this course and tell me how to 
contact you during the quarter. In addition, tell me something interesting about someone you met 
the first day of class. Type your memo. For example: 
 

To: David Bruce 
From: Joe College (ENG 153, 1-2 MTRF) 
Date: Today’s Date 
Re: Introduction of Myself 
 
I am a freshman in the College of Education, and my career goal is to teach science to 
junior high students. Although I am not an English major, I am a reader.  
 
The best way to contact me during the quarter is through e-mail. My address is 
jc123456@ohio.edu, and I check my e-mail at least twice daily.  
 
Some interesting facts about myself are that I am an Eagle Scout and I have hiked about 
half of the Appalachian Trail, which stretches from Georgia to Maine. 
 
On the first day of class, I met Bob Smith, who was a United States Marine. He had to 
take a wilderness survival course that taught him that bugs are a very good source of 
protein if you are trapped without food behind enemy lines. As part of the course, Bob 
and some other soldiers parachuted into the wilderness, where they made good use of 
their problem-solving skills. As they parachuted into the wilderness, they looked around 
and noticed a road in the distance. Once they dropped to the earth, they used their 
compasses to find the road, and then they walked into a town and ate pizza. 
 
In conclusion, I want to say that I am looking forward to this course. 

 


