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(MemoFormat)

TheBasicElementsofMemoFormat.

Memoranda

Introduction:

Amemorandum(knownas‘memo’inshortform)isbydefinition,“a
writtenstatementthatyou

preparespeciallyforapersonorcommitteeinordertogivethem
informationaboutaparticularmatter”.Inan

organizationittakestheformof“ashortofficialnotethatyouwriteto
apersonortoseveralpeople,especially

peoplewhoyouworkwith.”IthasbeenderivedfromtheLatinword
‘memorare’changedto‘memorandus’

(notable),andmeansliterally‘tomention’or‘tell’.



Toachieveitspurposeamemoiswrittenineasy-to-understand
language.Itsstyleislikethatofreports:

objective,matter-of-fact,andlucid.Noattemptismadetomakean
emotionalappealtothereaderortocreate

apsychologicalimpactonhim.Plainanddirectstatementsoffactsare
allthatisrequired.

Amemoplaysaveryusefulroleinanorganization.Itensuresquick
andsmoothflowofinformationin

alldirections.Italsoenablesofficerstomaintaingoodbusiness
relationships.Amemowillcometoyouraid

whenyouwishtoavoidcomingintopersonalcontactwithcertain
colleague.

Anotherusefulfunctionofamemoistoestablishaccountability.
Sinceitisarecordoffactsand

decisions,youcanreturntoitinfutureifthereisaneedtofindout
whowentwrongandatwhatstage.

TheMemoFormat:

Amemoformatisaformofwrittencommunication,butitisnota
letter.Itsformat,therefore,isalso

differentfromthatofaletter.Mostcompanieshavetheirownprinted
memorandasheetswiththemain

companyheadingandalsotheheadingofthedepartmentorsection
andoftenoneortwocoloredsheets

attachedwhichcanbetornoffascopiesforfiling.

Thefollowingessentialitemsofinformationmustbegiveninamemo:



(i)thedesignationofthe

receiver,(ii)thedesignationofthesender,(iii)date,and(v)subject.

Followtheseguidelinestosetupamemoormemoreport:

PlaceTo,From,andSubjectlinesattheleft-handmargin.
Placethedateeithertotheright,without.ahead,oratthetopofthe
listwithahead(Date:).
Followeachitemwithacolonandtheappropriateinformation.
Namethecontentsormainpointinthesubjectline.
Placenamesofpeoplewhoreceivecopiesbelowthenameofthemain
recipient.
Signtotherightofyourtypedname.
Chooseamethodofcapitalizationandplacementofcolons.

THEBASICELEMENTSOFTHE‘MEMOFORMAT:

Memosareanimportant,andfrequent,jobresponsibility.Because
memoscommunicatethe,informationnecessarytokeepacompany
runningsmoothly,youmustwritethemclearlyantiquickly.Donotbe
surprisedifyoursupervisorsays,“Sendmeamemoonthatlineslow-
downbythisafternoon.”Memostestyourabilitytoanalyzeaproblem
quicklyandtowriteaconcise,accuratesolution.Yourabilityto
handlethemtellsyourreaderagreatdealaboutyourpotentialasa
problemsolveranddecisionmaker.
Whatevermemoformatyouchoose,youneedtowriteclear,concise
texttoconveyyourinformation~Thefollowingreporthasashort
introduction,rbrieflytellstheresultsofatest,andrecommendsa
courseofaction–allinthreeparagraphs


