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Process Documentation

Gathering ideas


Compile a mental list of things I want to say and points I want to make.  Review notes from class to form a starting point for the memo itself.  

Writing it down


Start writing ideas down.  Add details to the main ideas that I had starting out.  Add support to the claims made.  Give examples of the claims that have relevance to the examples.

Check form and completeness


Make sure a form is followed throughout the memo.  Review the memo to insure the points are explained in full and all ideas are complete.  Check for grammar and spelling errors.

