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ESSENTIAL SKILLS 

“Essential Skills provide the foundation for learning all other skills and enable people to evolve with their jobs and adapt to workplace changes.”
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INSTRUCTIONS

Write a four to six sentence memo for each situation described below. In writing the memo follow the process:
1. Write a draft of the memo
2. Re-read the draft, correcting capitalization and punctuation
3. Re-read the corrected draft, deleting any information that is not directly related to the message
4. Check to see if the memo includes:
· Date of the memo
· Name of the receiver
· Name of the sender
· Subject line
5. Read over memo, checking to see if the memo accurately describes the situation

SITUATION #1

You have noticed a noxious odor coming from the sewer at the back of the plant.  You are not sure what the source of the odor is, but whenever you are working next to the sewer you are dizzy and start to get a headache. On your previous job you had a similar situation where different types of chemicals were washed down the drain, causing sickening fumes. You have used the cleaning hose to wash the smell down the drain, but the smell only went away for a short while. You first noticed this smell on Monday, May 7 and the smell is getting stronger now a week later. You want t know if you should report this situation to the health and safety committee.


SITUATION #2

You are writing a memo to inform the store manager that you are providing your two-week notice as of Friday, March 3 and that your last day of work will be Friday, March 10. You would like to have your final pay cheque ready (including vacation pay and commissions) on this date. Also you would like a letter of reference from the manager. You are leaving your current position to take a job that pays an extra $3.00 an hour. You have enjoyed working with the company but you need the increase in pay to keep up with inflation. You appreciated the training you received as I learned much about the retail industry. One final comment you would like to make is that you have seen fellow employee, Bob, taking money from the till.
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