
SAMPLE MEMO

TO: Kelly Anderson, Marketing Executive. FROM: Jonathon Fitzgerald, Market Research Assistant. DATE: June 14,
SUBJECT: Fall Clothes Line Promotion.

Tips for Writing a Memo Say what you need to say in the most concise and clear way possible. Conclusion or
summary A summary is a brief overview and contains key information in the memo. In the introduction to
your internal memo, let readers know the situation or event you are addressing. Free Memo Template
Examples The free memo templates below are all formatted and ready to use. They spend more hours on the
internet surfing various websites. You should write the most important ideas and steps first and then write
arguments and facts to support them. From: Memos are usually from a specific person. A serif font like Times
New Roman generally makes a letter seem more formal as well. There are certain rules and standards for
memo writing like other business communications and documents. You can mention the circumstances or
events that have created the situation or the problem. Though memos have formats to be followed, some
companies or agencies have their own special styles. The context part In this section, you will connect the
memo content with the context by providing the background of the problem. For tips about how to write the
body of the memo, see the guidelines included in the sample memo letter above. Only list items referred to in
the body of the memo. An excellent request memo must contain the following information: The request should
be stated in a clear and concise way which the reader or employees must understand. Just like all other memos,
be concise and specific when stating your points, issues or concerns. These could be in the form of monthly or
quarterly sales reports or such similar ones. It may include a directive, call to action, or what other actions can
be taken. For more formal or official communication, use a memo format. These types of memos are usually
presented as a form and should contain the following: The purpose of the informal study must be clearly stated
and you have to stick to it! Following are the most popular sites among them. Your audience can quickly
know what the memo is about. So you have to be experienced in writing as well as the subject in order to
effectively communicate the message. Evaluate your message. Heading The heading is arguably the most
important part of your memo. Subject: Be specific so that your readers know whether or not they are interested
in reading your memo. Before finalizing your memo, it would be a good idea to show it to everyone involved
to encourage any feedback or to clear up any vague or doubtful points. It should be used when your audience
needs it to be stored and printed when needed. Aside from that it is embarrassing or frightening to be criticized
by others, typos and grammatical errors could mislead readers. Creative A memo, or memorandum, is a brief
written report from one person or department to another. Conclusion or Action The final paragraph will be
clear on what action is being taken so that all readers understand. Check your terminology â€” Does the
document contain words, abbreviations, or acronyms that everyone will understand?


