
WRITING A TRIP REPORT MEMORANDUM

They generally follow the format of a memorandum, addressed to one or more members of In the following example of a
trip report take note of these elements.

The main purpose of a trip report whether for business report or school related is to learn something from it.
You will need to request your readers to give their say about a certain issue and specify how they should
forward the suggestions. Start by filling in the names and the date of writing the report. Subject: Submission of
your final project. He has worked in the corporate and nonprofit arenas as a C-Suite executive, serving on
several nonprofit boards. The main thing is to focus on key issues, and highlight any conclusions, decisions
and follow up actions. The purpose should be clear. Summarize the Highlights of the Trip Use the summary to
recap the highlights of the trip, including your expected benefits, whether or not you attained them or any
others, the total cost for the trip, any expected financial benefit to the company and your recommendation for
the future. You can also mention the merits and the demerits of the change. He emphasized, as well, that email
must be professional at all times. It is good to get familiar with each type so that you can be able to classify
and know where it falls. This can include events leading up to a final trip, a change in a company wide process
that needs to be communicated, a training conference that requires attendance by a specific career field, or an
on-site inspection. All follow up actions must be stated clearly, i. There is no single right way to write
business travel report. Then you fill in the business trip overview, i. Go directly to the point- after deciding on
what you are going to write on, you should avoid the salutations available in other letter writing formats. You
should keep your memo as short as possible by avoiding more stories in the body paragraphs. Download Step
4: Body of the Report After your opening, you will need to hit return another two times and choose number
formatting to organize the different parts of the report body. Related Interests. We then spoke about primary
audiences to his writing and how his writings change according to audience. The more specific you can be
about the benefits of your trip, the easier it is for your superiors to calculate a return on their investment. Use
of short subheadings- you can use a short subheading just to clarify to your reader on the points you are
addressing. Below are some of the memo types that you can come across: Request memo- in this type of
memo you will be trying to get a favor from a certain person or group of people. Edmunds has a bachelor's
degree in journalism. He introduced me to new ideas of types of documents produced in the professional
writing sphere, effective strategies for improvement of my own writing skills, and how consistency serves as
one of the most important skills you can bring in to the workplace. In reality, his occupation is centered
completely about his customers and their needs, and communicating with them in a professional manner, both
orally and in writing, is integral to success. The thesis for your memo should be your major issue. Many
thanks!


