Psychology 510/511/513 Memo format

Much of the homework in this course and in the 513 course next semester consists of performing an analysis of data and then writing a memo to a hypothetical colleague, supervisor, vice president, CEO, etc. describing the results of the analysis.  

Each memo should mimic the form of a research article.  That is, each should have the following parts.   You don't actually label the parts, however.

1.  An introduction.  In the introduction give a brief description of the purpose of the memo.  You might include the reason why it is being written.  You may feel that it is appropriate to refresh the memory of the person receiving it concerning the topic at hand.  This part prepares the reader for what is to follow.  It brings the reader up to speed on the topic of the memo.  It may be as short as a sentence or as long as several paragraphs, depending on the problem.

2.  A method.  In the method you describe what kind of analysis you have performed.  This description will likely be nontechnical.  In most instances, you will be the technical expert, but you will have to describe what you have done in terms that persons without your technical expertise can understand.  This is hard.  Work at it.  If you have been asked to prepare a research project, this section will outline the project you are proposing.

3.  Results.  Describe the results of your analyses.  Again this will likely involve translating technical terms into nontechnical language.  It may involve translating computer output.  (Much computer output is unusable for nontechnical audiences in its original form.)  It will generally NOT involve simply stating in text form numbers which have been presented in a table.  NOTHING IS MORE USELESS THAN A TEXT DESCRIPTION OF THE NUMBERS IN A TABLE.  If you're going to talk about numbers that appear in a table, do it in a fashion which helps the reader understand the numbers or highlights specific ones which should be called to the reader's attention.  If you've been asked to describe a research project, this section should describe what kinds of results you expect from the project.

4.  Discussion and Interpretation..  In the discussion you will present your conclusions and the implications of the results for the problem at hand.  This is important.  I will expect you to draw conclusions and make recommendations.  Many students lose points on written homework because they're unwilling to even attempt to draw an inference from the analyses they have performed.  Obviously, I don't expect you to perform or describe the results of statistical tests that we have not covered in class, but I do expect reasonably intelligent (although possibly informal at the beginning of the course) recommendations based on what you have done.

All of this should be neatly done, in a page or two.  Don't drone on and on.  But don't be too cryptic either.  Get to the point and stay on it.

If I have time, I'll use the first assignment to give you good (and possibly bad) examples.  Use the feedback I give to adjust your approach to creating these submissions.

Sample Memo

To:  Leona Piercing


From:  Ted Knight

Re:  Analysis of survey data

8/17/3

As you may recall, part of the mission of the HR division of dogBone is a yearly survey of employees.  At our last meeting I mentioned to you that the survey would be completed by the end of July.  We completed the data collection on schedule and have recently completed the analysis.  This memo is the first of several reports you’ll receive on those results.

We conducted a stratified sample of the 3 organizational units, stratifying by job type within the units.  Sample sizes were sufficient to insure margins of error of 5% or less for each unit.  We obtained demographic data on respondents to check to be sure that our samples were essentially representative of the unit populations as reflected in the employee database.  Table 1 presents frequency distributions of the basic demographic characteristics, Gender, Ethnic Group, Age group, and Marital status for each group, along with the population figures for each group.  As you can see, our sample percentages were quite similar to the population percentages.  None of the differences were significant.

The focus of this report is on job satisfaction within the units.  We employed the JDI job satisfaction measure.  Use of it results in scores on several job facets:  work on the present job, pay, opportunities for promotion, supervision, people on the present job, and the job in general.  Since the job in general measure has been found to best represent overall job satisfaction, Figures 1-3 presents distributions (histograms) of job in general scores for the various jobs within each of the three units.  The histograms have been created using a common scale to facilitate comparisons.  As is quite apparent from the figures, overall satisfaction among the assembly jobs within each unit is substantially lower than that for all other jobs within each unit.

Tables 2-4 presents means and standard deviations of all the satisfaction facets for all jobs within the three units.  Again, inspection of the tables suggests that the central tendency (“average value” in layman’s terms) of all job facets is lower for assembly positions than for all others.

The implications of the above results are clear.  We need to develop a plan for increasing job satisfaction among assembly workers in all three units.  There is evidence that job enrichment procedures may have some positive impact on job satisfaction, so I would recommend looking at such procedures.  Since low job satisfaction leads to greater turnover, turnover in those jobs is also greater than in other jobs.  We may want to look at selecting employees who would be more likely to be satisfied on these jobs.  One possibility is having friends within the unit.  There are others which we can discuss at our next meeting.  Let me know if you have questions concerning these results.

Tables and figures not included.
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