ENVE 321


Writing Assignment #1

You are an environmental engineer working for the City of Corvallis in their Public Works Department.  The city recently has become involved in a controversy related to the removal of trees on the bank of the Willamette River.  An article has recently appeared in the Gazette Times about the project that has resulted in a number of citizens from a local environmental group called Ecology Now! to contact their City Council Representatives.  

Fred Fedder, Council Representative from Ward 3, has sent the following memo to the Public Works Department.  Fred Fedder is a 60-plus years-old retired schoolteacher.  He was elected on a platform to make the City more responsive to citizens’ inputs.  He is immensely popular with his constituents.  

________________________________________________________________________

August 29, 1999

MEMO
To:  

Ed Engineer



Public Works Department

From:

Fred Fedder



Council Representative, Ward 3

Subject:
Environmental Controversy related to the River Bank Project

Several citizens from my Ward recently contacted me concerning the City’s impact on the trees near the Willamette River. These persons are appalled that the City is promoting this environmental damage and are demanding that I intervene to stop the project.  They are even threatening a protest at the site with persons chaining themselves to the trees.  These persons seem to be associated with a loose-knit group that has some connection with a concept called  “deep ecology.”   It seems that this is central to their complaints.  Could you help me out here before I meet with them again by providing me some more information about this group and how the City could appease their demands?

________________________________________________________________________

Write a one to two page memo to Fred to provide him the needed information.  Use the short article provided as your reference material (no need to quote this material).  Additional information about the project on the riverbank project can be obtained from:

http://www.mvonline.com/gazette_times
Go to the bottom of the Webpage and search the date of August 26, 1999.

Bring a typed copy of your memo to class on Tues, January 11.

Hints for Writing Memos

1.  Try to keep all memos under one page.

2.  Use a format of Date:, To:, From:, and Subject:.  Initial your typed name at the top of the memo.  Do not sign as would be done for a letter.

3.  Start each paragraph with a topic sentence that summarizes the point of the paragraph.  The topic sentences of all the paragraphs alone should make a coherent “mini” memo.

4.  Assume your reader has less than 5 minutes to read and digest your memo.

5.  Be sure to direct your memo toward the person to whom it is addressed

6.   Organize your memo as:

a.  Make contact with your reader(s) and develop interest;

b.  Provide needed information in a concise form;
c.  Explain what could be done with the information;
d.  Carry the provided information to any logical expansion into other areas of concern or bigger issues; and
e.  Thank the reader, if applicable.
7.    Avoid any comments that you would not want others to see; memos can travel great distances and be read by many eyes.

