
ENC 3250 - Sample Business Document - 3 Sept 06 - Page 1 of 9 
 

ENC 3250, PROFESSIONAL WRITING • USF SARASOTA-MANATEE 
 
 
 
DATE:  3 Sept 2006 
 
FROM:  T. Roberts, Instructor  
 
TO:  ENC 3250 Students, Fall 2006 semester 
 
SUBJECT:  Business document titled ÒI was never told that ...Ó  
 
The attached document was distributed recent ly to employees of a large, nationally known retailer 
which has several stores in the Sarasota-Bradenton area. (The blank underscores indicate omissions 
of words that identify the name or location of the company.)  
 
While this document contains a wealth of detail that is important to both management and staff of 
this company, it raises several questions that are relevant to the learning objectives for you as 
students in the ENC 3250, Professional Writing. These are summarized below: 
 

• Is this document a “memo”? If so, why does it not conform to the universally recognized 
standards for such a communication, with a date, FROM line, TO line, SUBJECT line, and 
COPIES TO line? Would it benefit from the use of such formatting elements as subheadings, 
boldface, italics, underscore, and bullet points? The identity of the sender or intended 
recipient(s) of this document is unknown. Does the sender have something to hide? 

 
• Is it reasonable to expect employees to absorb all of the information in this document 

without an opportunity for open questions and answers in a live meeting with management? 
Note that the entire document consists of around 2,000 words. A normal business memo 
should consist of no more than 500 words because this is as much as one can reasonably 
expect a busy person to READ AND UNDERSTAND at one time. If a lengthier message is 
needed, it should be treated as an attachment. 

 
• Are there alternative formats for this communication that would be more efficient and 

effective, such as a brief video? a PowerPoint presentation? a brief booklet or brochure? a 
website that can be accessed through the company intranet? a live speech by management? 

 
• If you were an employee receiving this document, how would you react to it? Would you be 

inclined to study each detailed point and then try to conform your job behavior to the 
requirements specified? Would you likely get together with co-workers during a break and 
share expressions of confusion and even derisive laughter over the document? Would you be 
inclined to take it seriously as an effective communication from management? 

 
These and similar questions should help you as students better understand the real -world 
challenges of both managers and staff members in sending messages that are vital to the success of 
an enterprise. I welcome your questions and comments on this document for our class meetings on 
Sept. 7 and Sept. 9. 
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