Memos
What is an Office Memo? 
A memo is an internal written document. It stays within the company. If it is sent outside the company, it's a letter. 

A memo is also short. Try to keep the length no more than two paragraphs (a half page). Two pages is the maximum length. If you need something longer consider writing a report.
Office Memo Functions (Adapted from Tyzack)
Office memos have several functions:

a) They are a type of office communication. They are one way that information flows between the executive and the staff. 

· Executives inform down the chain of command about policies, procedures, and actions.

· Staff report up the chain of command, make proposals and ask for comments, approvals and instructions.

· Staff use memos to communicate laterally. They brief each other on new developments. They make comments to each other. They make requests.
Communicating through memos saves time and avoids lengthy conversations.

b) Memos can record and communicate policies, decisions, and action items coming out of a meeting.
c) Memos can also be sent to check the understandings of things discussed over the phone or in-person. This kind of confirmation can be crucial if the understandings reached are important.

Format Guidelines (Adapted from Thrush)

Always begin a memo by stating the purpose of the memo. Then the reader can prioritize and organize their correspondence. 

Heading Information: The material at the top of the memo always includes the date, the names of the sender and the receiver of the memo, and the subject of the memo. Different organizations may use other formats for this information than the ones in the examples. Use whatever is standard for your company. 
· The heading information is important to make sure the memo is routed correctly and filed where it can be easily located and retrieved. 

· Use a courtesy title (Mr., Ms, Miss, Mrs., Dr.) before the recipient's name and a job title after it to help in routing and filing the memo, unless the memo is very informal and of a temporary nature, such as a reminder to someone in your department about the meeting on Friday. 
· Use a job title after your name, and hand write your initials by your name. This confirms that you take responsibility for the contents of the memo. 
· The subject heading should be as specific as possible, including project names and numbers. Again, this helps in filing and retrieving the memo. 
· Include headings to help the reader skim for sections of the document. 

Readability:

· Numbered and bulleted lists make information easily accessible. 

· Underlines, boldface, italics, etc. make headings and important information stand out. 

· Paragraphing: Keep your paragraphs short and to the point.

General Format of Memos (Adapted from Tyzack)

There are some variations, but a standard memo has the word “Memo” as a title and then a four-part heading: the sender, the recipient, the date and the subject, laid out more or less like this:








In the Body

Opening Segment (“Memo Writing”)
The purpose of a memo is usually found in the opening paragraphs and is presented in three parts: the context and problem, the specific assignment or task, and the purpose of the memo.

1. The context is the event, circumstance, or background of the problem you are solving. You may use a paragraph to establish the background and state the problem, such as, "In our effort to reduce rat parts in our product...." Include only what your reader needs, but be sure it is clear. 

2. In the task statement you should describe what you are doing to help solve the problem. If the action taken was requested, you may use an opening like: "You asked that I look at...." If you want to explain your intentions, you might say, "To determine the best method of controlling the percentage of rat extremities, I will...." 

3. Finally, the purpose statement of a memo gives your reason for writing it and lets the reader know what is in the rest of the memo. For example, you might say: "This memo presents a description of the current situation, some proposed alternatives, and my recommendations." If you plan to use headings for your memo segments, you can refer to your major headings in this ‘forecast’ statement to provide a better guide for your reader. 
Summary Segment (“Memo Writing”)
If your memo is longer than a page, you may want to include a separate summary segment. This segment provides a brief statement of the key recommendations you have reached. These will help your reader understand the key points of the memo immediately. This segment may also include references to methods and sources you have used in your research, but remember to keep it brief.

· You may want to wait until after the memo is drafted and all conclusions and recommendations have been decided before writing the summary.

Discussion Segments (“Memo Writing”)
The discussion segments are the parts in which you get to include all the details that support your ideas. Keep these two things in mind:

1. Begin with the information that is most important. 

2. Start with your most general information and move to your specific or supporting facts. (Be sure to use the same format when including details: strongest ( weakest.) 

For easy reading, put important points or details into lists rather than paragraphs when possible. Be careful to make lists parallel in grammatical form. 

Closing Segment (adapted from “Memo Writing”)
Now it’s time to close things off in a courteous way. You also want to take this time to clearly state what action you want your reader to take. How will the reader benefit from the desired actions and how you can make those actions easier? For example, you might say, "I will be glad to discuss this recommendation with you during our Tuesday lunch meeting and follow through on any decisions you make."

Necessary Attachments (“Memo Writing”)
Make sure you document your findings or provide detailed information whenever necessary. You can do this by attaching lists, graphs, tables, etc. at the end of your memo. Be sure to refer to your attachments in your memo and add a notation about what is attached below your closing, like this:
Attached: Several Complaints about Product, January - June 2009
Level of Formality (Adapted from Tyzack)

In general, the level of formality depends on the subject matter and the relationship between the sender and the receiver. 

· If reporting to a superior about a serious issue use a more formal style

· When writing to staff with equal status or with close relations you can be more casual.

Memo Guidelines (“How to Write Memos!”)
Be conversational. Write the way you talk. You can use contractions such as: I'm, we’re, you’ll, there’s, she’s, hasn’t. 

Don't show off. Don’t use long, uncommon or technical words when shorter, common words will do. NOT: "R & D wants your input because temporal considerations are of primary importance." Be clear and simple with: "Our research people need your answer today." 

If you're not sure, check. If there's an error in the memo, it will probably be in names, dates, or numbers. Check this information carefully for accuracy. 

Picture the reader. Pretend you're having a face-to-face discussion or a telephone conversation with the memo recipient. Make sure it is clear what the reader is expected to do.
Make the bottom line the top line. The action you want the reader to take should be spelled out in the first line (or at least the first paragraph). 

Don't give too many whys. It's necessary to explain why you want something done, but don't overdo it. Supply no more than six or seven reasons. If you must cite more whys, put them on a separate sheet of paper, and staple the sheets together. This way, the basic memo message doesn't get lost in a sea of details. 

Keep paragraphs short. Limit each paragraph to five lines or less. Put each reason in a separate paragraph rather than bunching them up in a forbidding 20-line block of type. 

Close with a call to action. Many memos don't close with anything, leaving the reader hanging. If you want a response by Friday at 3 p.m., say so. 
Example Memo 1 – Memo from staff to report to a superior (Tyzack)










(From: Coe N. et al, p. 92)
Example Memo 2 – Memo to brief staff on decisions at a company meeting (Tyzack)

 (From: Coe N. et al, p. 90, abridged)
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MEMO





Grove, Briggs & Co. Ltd.


To: all staff									   14 July 2009


Subject: SoSmooth marketing: looking for people to deliver brochures





A marketing meeting was held on 10 July 2009 to consider the plans prepared by the Marketing Director for the launching of our latest product, the skin cream SoSmooth.





The plans for SoSmooth have been prepared with two alternatives in mind:


a campaign based mainly on newspaper and magazine ads, with some TV back-up;


a campaign based on TV advertising plus brochures delivered to individual homes.





The second alternative was prepared in view of the threatened strike by newspaper printing staff. Although the printers have now in principle accepted an offer that was recently made, those present still felt that both alternatives should be considered.





When all aspects had been reviewed, and costs compared, there was a unanimous decision to go ahead with the second alternative. In order to carry out house-to-house distribution of brochures in our own area, we are now looking for about 25 people, either from inside or outside the company, who are prepared to spend the August 1-2 and 8-9 weekends distributing brochures. Those interested should contact me (Connie Hageais) directly on ext. 345.





Signature: Connie Hageais, Marketing Director











England (Publishers) Ltd.


Memo to: Directors and all Sales, Finance and Editorial Staff	Date: 01 Dec 2009


Expanding our presence at the International Book Fair, Frankfurt.





This year was the sixth successive time that we have been represented at the annual Frankfurt Fair. We have always felt that it is useful in a general way to attend, to display a representative sample of our books, and – not least – to have a look at what other publishers, both British and Foreign, are producing. Our stand has always been 45m2 and is staffed mainly by our marketing personnel.





Over the last few years the fastest rising area of book production has been in materials for teaching English to foreigners, and five years ago we decided to enter this field in a more determined fashion. Since then we have brought out some interesting material, both for students and for teachers, but the stand did not have room to display all of these titles, nor were our marketing staff able to cope with all the specific and detailed questions raised by visiting teachers, inspectors and so on.





I would therefore like to make two suggestions to improve our stand at future exhibitions. First, I recommend that we increase the area of our stand to, say, 60 square metres so as to give us sufficient room to display more of our books for teaching English to foreigners. Second, I feel it is essential that the staff should include at least one expert in this new field who can then deal on the spot with enquiries from specialists. I would be pleased to hear your views on these two proposals.





Robert Regent


Robert Regent


Marketing Manager
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