My Goals Memo
Note:  
Be sure to read all directions before starting the project.  It will save you time overall

Project:
Write a memo to your BCIS teacher listing your short-term, and long-term goals.
Activity:
Using the online BPA Style & Reference manual (http://www.bpanet.org), write a memo to your BCIS teacher discussing your short-term (1-2 year goals), and your long-term (5-10 year goals).  Your memo should be at least three paragraphs in length.  The first paragraph should include 3 of your short-term goals.  The second paragraph should include 3 of your long-term goals.  The third paragraphs should include your reflection.


The memo is:


To:  Enrique Gonzalez, BCIS Teacher

From:  Student’s Name


Date:  Use today’s date


Subject:  Short and Long-term Goals

Check spelling grammar, and capitalization.  Proofread for content.  Exchange memos with someone else and proofread each other’s memo.


Save this document as “My Goals Memo.”
Supplies:
Word processing software (MS-Word), printer
Deliverables:
Informative memo to instructor written in clear, concise language and your reflection
Reflection:
What are 3 things that you can do to help you successfully achieve your goals?  Write a paragraph including at least 3 complete, grammatically correct sentences.  
Assessment

(How your grade will be calculated):

	Graded Elements
	Total Points

	Informative memo
	
60

	Clear, concise language
	
15

	Spelling, grammar and capitalization
	
10

	Reflection
	
15

	Total
	
100


