Name:       
Class Period:         

Date:       
Directions:  For each numbered item, identify what it is.  List the steps necessary to set-up this item in the memorandum.  Identify the font, font size, font style necessary in setting up the item.  BE THOROUGH!!!
1. What is this, what is it called, and how is it set-up?        
2. What is this, what is it called, and how is it set-up?       
3. What information is included in this item?       
4. What information is included in this item?      
5. What information is included in this item?       
6. What information is included in this item?       
7. What information is included in this item?       
8. What are the margins for a memorandum (be specific)?       
9. How do you set-up this type of paragraph?       
10. What kind of list is this, and how do you set-up a similar list in a memorandum (be specific)?       
11. What is this, and how is it used in a memorandum?       
12. What is this, and how is it used in a memorandum?       
