Memo

Tex 612" grade faculty

Frome Leah Zuldema

Date: Movernber 14, 2003

e Whatl a memeo is and how to wrile one

orpanizaton, and support your content with formatiing that makes it easy o =ad

What a memo s
Memos are considered fo be official doouments in most orpanizetions.  They ane used to ask for méormission or to call for
artion, o they are writien bo report hack in response i requests for infonmistion or acion. Memos are often read by

leaked io the press.

Hivaw o werite & rmasmd
After you have analyzed your audence and setifed on your pupose, you can wiite a memo by follosing these sieps:

1.  Open anew Moosalt Wond document and select the mamo templae. or design & page of your own hat looks
similar io this one.

2 Before you begin the actual st of the memo. illin he header. State whom the mema B o, who is vaifing it hs
dats {hal it was weitien, and B precise and nformative subject (lsbaled "R in thes mama),

3. Beginthe st of your memao by sisting the precise puposs of e mamo (why you e witing). Thenwie s

bt bul informative summany of your message. The puposs and surmmiary are the most impotent nformstion
i your reader.

4. \Write the discussion section of fhe mamo by explainng detsls and exemples that will be essential for your
reader io know. It may be helpful o remamber o sneser the guestions who, what, when, where, why, 3nd how,
5  Fineh the fest of your memo with 2 call for sction or 3 siatemeant shoul Schon you vl Ske. Follsly stee whs
oL want your reader fo do afier mading the mamo
Az you e wiiting your mema, remember o make use of fommatiing conventions that will help your mades. Use block-

shyle paragraphs, headings, bullsts or numbering, and even graphics where appropnaie. YWhen you finish the memo
and ars ready to meke i offidal, hand weite your insisls nest 10 your nemes nthe “From” line.



