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MEMO WRITING PRACTICE 
 
INSTRUCTIONS: 
 

• Read carefully the Memo writing scenarios below; 

• Scenario # 1 will be done in class under the supervision of the teacher; 

• Scenario # 2 will be done in class collaboratively but without the supervision of the teacher; 

• Scenario # 3 will be done on an individual basis;  

 
SCENARIO # 1 
 
Anadarco Inc., a company operating in the Oil and Gas Industry has just purchased a brand new 
Xeros machine. To enable the personnel to use the new machine, the HR Department intends to 
organize a training session in the premises of the company. To that effect, the manufacturer of the 
copier will send a Representative, mainly a Senior Technician from their Training and After-Sales 
Department to train the personnel of your company. You have been designated to write a memo to 
inform the personnel of the upcoming training session. Don’t forget to invite your employees to 
take all necessary measures to attend the training session. 
 
SCENARIO # 2 
 
Due to repetitive thefts of office supplies and stationery in your workplace, the management has 
decided to install some surveillance cameras in the offices of the company. The objective of the 
installation of cameras is to deter employees from stealing the company’s consumables. As the 
company Security Officer, you are in charge of writing a memo to inform the personnel of that 
decision made by the management. 
 
SCENARIO # 3 
 
Almost everybody working in the company you work for owns a car. Because of that, the number of 
parking lots seems limited to meet everybody’s needs at the same time. To cope with that situation, 
the parking management team has put in place a rotation system which enables everybody to park 
for a limited period of time, that is 8 hours, the duration of a normal shift. But some workers tend to 
ignore that measure and park beyond the time frame allotted to them. On seeing that attitude which 
disrupts the order put in place to solve the parking problem, as the Chief Security Officer, write a 
memo to remind the personnel of the parking regulations and invite them to abide by it.  


