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MEMORANDUM
To: BDA students
From: Prof. Roger Bohn   Rbohn@ucsd.edu
Subject: Format for homework  memos
Date: March 31, 2016
Note: this memo is a supplement to the syllabus. 

Homework Format recommendation:
Make your work look professional, as if you were in a company or 
organization. Write your results as a memo, from you (one or both authors) 
to an appropriate person who wants to know your results. Memo format 
includes: To, From, Subject, Date. Include email addresses for replies. If 
 you are cowriting something, always include your colleague's email in all 
correspondence, so that Reply All will reach both of you.

The most important part of your homework is the text discussion up front. It 
should state your conclusions and summarize the reasoning, with references 
to specific  figures, tables, and printouts. Just “dumping” figures and tables 
at the end of the memo has little value, especially if there are a lot of them. 
Highlight, circle, or otherwise indicate which numbers are important. 

In the text of a memo, cite specific numbers. Instead of saying “As figure 1 
shows, product Z should sell very well,” be specific. “Figure 1 predicts that 
product Z will have a demand demand of 110,000 units, which is 38% of 
total forecast sales.” 

Submission format: 

All memo assignments should be turned in as a single PDF file. Although 
Microsoft Word is often used as a lingua franca, there is no guarantee that a 
file in MS Word will look the same on someone else's computer. Appendices 
and exhibits should be part of the same PDF. Any decent PDF program on 
the Mac, including Preview, will allow you to merge PDFs from two sources, 
and I assume there are counterparts on Windows. Occasionally a single PDF 
file will be too limiting, for example if you are trying to submit actual 
data. In those cases you can link to a Google document or attach an Excel 
file. But normally we won’t ask you to provide data. 

File names: get in good habits now. File names should be useful to 
the recipient, so that they do not have to rename the file. They should also 
be useful to you, the sender. Never, send two files with the identical name 
and different content. I use either dates or version numbers in file titles to 
avoid this. So a file name for this course might be something like: BDA 
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Assign 2016-01-18 Jessica Jones A.pdf  or a short version 
BDAjjones@ucsdJan19.pdf. Subsequent files in the same stream (even if on 
different days) could have a last letter B, C, etc. 

And of course, never send a file with a name like “homework.pdf.” Not even 
you will know what is in it. Yes, I still get these, and I even create them 
myself by mistake occasionally. 


