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	Susan H. Gubing

Online Instructor

Buffalo State
(631) 979-6452; sue@careersmarts.com

	TO:
	Class

	DATE:
	 

	TOPIC:
	Creating your own personalized stationery.

	SUMMARY:
	Please use this template when submitting your assignments.


Creating Your Personalized Memo Template for Assignments

When communicating in writing to another individual you should use personalized stationery.   In this class, I wish for you to create your own stationery to be used when submitting assignments such as a summary of discussions, business memos or letters.  The instructions will inform you as to when to use your personalized memo.

There are many creative memo styles you can use.  I will share one style with you.  I tend to set my margins at .5 for top, bottom and sides.    However, you are free to create your own masterpiece.  Please include the following items in your heading and footer at the bottom of the page with the page number:
	INSERT a Picture of you, your family, or your school.
	YOUR NAME

Your Title

School

School Phone and email address

	TO:
	

	DATE:
	

	TOPIC:
	

	SUMMARY:
	(What did you learn from this assignment?  How did you add to your knowledge and expertise?)


NOTE:  
1. When designing your stationery, you may use your own personal home information if you are not employed by a school district.

2. I used this process with my high school students.  They created their own stationery and then used it when submitting assignments, asking for favors, or explaining why they were absent from class.  Asking a person to “brand” his work adds another dimension in the individual’s honesty and quality.
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