
 

 

  

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

The opening 
sentences identify 

the organization 
sending the letter. 

The second 

paragraph explains 
and supports the 
purpose of the 

letter. 

How would you 
describe the tone of 
this letter? 
What phrases, word 
choices, and 
language convey the 

tone? Why do the 
authors avoid 

discussing people? 
Were lives lost? 

 

The third paragraph 

provides detailed 
information on the 
accidents that led to 

the letter. 

Where is the topic of this 
Memo? How would a worker 
determine one memo from 
another, if they were to get 
several of these types of 
memos a day? 



 

 

These paragraphs 
identify safety 

oversights. Each 
paragraph covers a 
single idea. How 

could the authors 
clarify these points? 

The recommendation 
does not come until the 
end of the letter. Why do 
you think the NTSB 
placed the 
recommendation so late 
in the letter? 

This paragraph 
clearly  states what 
the writers want 
the reader to do, 
send a “response.” 
The nature of the 
response is 
identified earlier in 
the document. 



 

The final paragraph lists the 
officials who concurred on the 
recommendation. What message 
is being sent with this 
conclusion? What is the purpose 
of this memo? 


