Due Date on course website
ENGR 100: Internal Memorandum

To: ENGR 100 Students

From: ENGR 100 Instruction Team

Date: Today's Date

Subject: Horsepower Calculation Memo

Individual Assignment

The purpose of this memo is to describe the process and results of calculating the horsepower of Briggs and Straton 9000 series engine that you dissected.  The tone is formal, and should convey your estimates of the engine horsepower to your ‘supervisor’ at work who has requested the calculation, though he has a non-technical background. (So be sure to use good, simple physical explanations)  Be sure to clearly explain the process as well as what the final results “means” in normal terms.  Total length should be 1 ½ - 2 pages.

Deliverables

The layout of your memo should be similar to the format of this assignment with "To:", "From:", "Date:", and "Subject:" at the top and section headings throughout. The organization of the memo should include the following three sections: Introduction, Results, and Conclusions and Recommendations. Please use headers to designate the different sections. For more details on each section, see the Technical Discussion.

Technical Discussion

Introduction
The introduction should be a paragraph describing why you are writing this memo, what calculations you did you did and why, and what comes next in the memo. For instance, you could state “Next in this memo, the process of determining engine horsepower, and definitions of all the variables will be discussed.”

It is okay to use “we” in this memo since this memo is specifically from the “analysis team” to the “supervisor.”

Analysis and Results

The Analysis and Results section should include a brief summary of how horsepower is determined, as well as the final results.  You should describe any important equations and define any variables in physical terms.  (Remember this is addressed to your supervisor who isn’t a technical person)

Next, the results section should include a summary of the data produced,(tables or graphs as appropriate) as well as any figures needed to illustrate the calculation (Do you need a sketch of an engine to help define what some of the variable are?) and a discussion of what these results mean in physical terms (can you compare this amount of horsepower to something your familiar with? Car, truck, lawnmower, engine etc.).

Insert any tables and graphs directly in your memo using EXCEL.  Labels for data tables (e.g. Table 1. Tension Test Data) appear above the table and labels for figures and pictures (e.g. Figure 1. Force vs. Length) appear below the graph. Number tables and figures labels separately starting with 1. If you include a table or graph, you must refer to it in the text using words like "as shown in Figure 1" or "see Table 2." A sample is shown below:

Conclusions and Recommendations
The conclusion should refer back to and answer the introduction. No new information should be stated in the conclusion, only a summary of the main points from the results section. For this memo, you need to explicitly state the calculated horsepower of the engine.  

In addition make two to three suggestions as to how to increase the horsepower of the engine as well as any potential difficulties in increasing the horsepower.  

Grading
The memos will be graded using the criteria listed in Table 1 below:

Table 1. Evaluation Table

	Evaluation Criteria
	Score
	Pts
	Details

	Formatting
	
	5
	Is the format correct and professional? Are the tables and figures labeled correctly and referred to by name in the text?

	Introduction
	
	5
	Includes memo purpose, tests performed, and transition sentence?

	Horsepower Analysis
	
	10
	Equations, calculation process and discussion

	Definitions
	
	5
	Definitions of terms in calculation

	Data Table
	
	5
	Data table and discussion*

	Conclusion and Recommendations
	
	10
	Includes no new information and summary of findings, and discusses two suggestions to increase horsepower.

	Writing Style
	
	10
	Is the memo carefully proofread (minimal errors in spelling, grammar, punctuation, etc.)? Is the writing concise and tone formal?

	Total
	
	50
	


*Content should be: COMPLETE (Is any information missing - see assignment sheet for section guidelines?)

CORRECT (Are the findings and statements

CLEAR (Are the ideas fully developed? Are pictures placed effectively to explain text?)

