
 

 

 

 

NAME: DANISH HAYAT 

STUDENT ID: 14566 

SUBJECT: SESSIONAL 

SUBJECT: TECHNICAL REPORT WRITING 

INSTRUCTOR: MADAM RIZWANA IQBAL 

DATE: 16TH MAY, 2020 

  



What Is a Memorandum? 

A memorandum, more commonly known as a memo, is a short message or record used for internal 

communication in a business. Once the primary form of internal written communication, memorandums 

have declined in use since the introduction of email and other forms of electronic messaging; however, 

being able to write clear memos certainly can serve you well in writing internal business emails, as they 

often serve the same purpose. 
Parts iof ia imemo or memorandum: 
  

A igood imemo iorganizes ithe iinformation ito ibe iconveyed iboth ifor ithe ireader’s iconvenience iand iease iof 

iunderstanding iand ito iachieve ithe iwriter’s ipurpose iin ithe imost ieffective iway.  

Heading  
  

The iheading ifor ievery imemo ifollows ithe isame ibasic iformat:  

  

TO: i[Reader’s iname iand ijob ititle]  

  

cc: i[List iothers iwho iare ireceiving icopies]  

  

FROM: i[Your iname iand ijob ititle]  

  

DATE: i[Day, imonth, iand iyear, ispelt iout]  

  

SUBJECT: i[Topic iof ithe imemo]  

  

Your isubject iline ishould ibe ibrief, ino imore ithan ia ifew iwords, ibut iexplicit, iso ithat ithere iis ino ichance ifor 

imisunderstanding. i“Ordering iPizza” ias ia isubject iline, ifor iexample, imight ilead iyour ireaders ito ithink ithat 

iyour imemo iwill iprovide iinstructions ion ithe icorrect iprocedure ifor iordering itakeaway ion ilate inights iat ithe 

ioffice iwhen, iin ifact, iyou’re ipassing ion icomplaints ifrom ithe icleaning istaff iabout ithe itomato isauce ion ithe 

icarpet iand ithe iboxes istrewn iall iover ithe ifloor. iSomething ilike i“Clean iup iyour imess ibefore ileaving” 

iannounces ithe imain ipoint iof ithe imemo.  



Opening  
  

The iopening isentences ior iparagraphs iof ia imemo itell ireaders ithe icontext iof ithe iissue, ithe isuggested 

iassignment ior itask, iand ithe ipurpose iof ithe imemo:  

  

Context i  
  

The icontext iyou idescribe iis ithe ievent, isituation, ior ibackground iof ithe iproblem ior iissue iyou iare 

iaddressing. iWhether iit itakes ia isentence ior ia iparagraph iwill idepend ion ithe icomplexity iof ithe isituation. 

iFor iexample, ithe icontext imay ibegin iwith:  

  

 iThe icleaning icompany ihas icomplained ithat iit itakes itoo ilong ito iclean iour ifloors…  

  

Be iclear iand idirect, iproviding ionly ias imuch iinformation ias iyour ireaders ineed.  

  

Task i  
  

Your itask ior iassignment istatement idescribes iwhat iyou iare idoing ito isolve ithe iproblem, iissue, ior isituation. 

iIf iyour ireader iasked ithat iyou iact, iyou imight isay:  

  

You iasked ime ito ilook iat…  

  

If iyou iwant ito ipresent ialternatives ifor iemployees ito iconsider, iyou imight isay:  

  

We ineed ito iconsider ialternatives ithat iwill isatisfy ithe icleaning icompany iwithout…  

  

Purpose  
  



Your ipurpose istatement iexplains iwhy iyou iare iwriting ithe imemo iand ileads iin ito ithe iremainder iof iit. iYou 

ineed ito ibe idirect, iand iavoid itrying ito idownplay ithe iinformation. iYour istatement imight ibegin iwith:  

  

This imemo idescribes imy iunderstanding iof ithe icleaning icompany’s icomplaint, iproposes iseveral iways iof 

iaccommodating ithese ipeople, iand imy iown irecommendations ifor iresolving ithe iproblem.  

  

If ithe imemo iwill ibe iso ilong ithat iadding isection iheadings iwill imake iit ieasier ito ifollow ithe iorganization iof 

ithe iinformation, iby iall imeans, ido iso.  

  

When ithe ipurpose iof ia imemo iis ito iconvince iyour ireaders ithat ithere iis ia ireal iproblem, iavoid igoing iinto 

imore idetail ithan ithe isituation irequires. iIf iyou idiscover ithat iyou’re ihaving idifficulty idescribing ithe itask, 

iyou imay ineed ito ido imore ithinking ibefore iyou iwrite ithe imemo. iIf iyou idecide ito ibreak iyour imemo iinto 

isegments, ibe isure ithat ithey ithe imost iimportant ipoints.  

Summary  
  

Wait iuntil iyou’ve iwritten ithe imain ibody iof iyour imemo ito iwrite ia isummary isection. iIf iyour imemo iis ione 

ipage ior iless, ia isummary imay inot ibe inecessary. iIf, ihowever, iyou’ve icovered iseveral iimportant iissues ior 

ievents, ior iyour ianalysis iis ifairly idetailed, ia isummary iparagraph iis iappropriate.  

  

If ithe imemo iis ia ishort ireport ion iresearch iyou’ve idone ion ian iissue ior ifor ia iproject, ithis iis ia igood iplace ito 

isum iup imethods iand isources iyou’ve iused iso ifar. iRemember, ithough, ithat ithis iis ia isummation. iKeep iit 

ibrief iand idon’t ineedlessly irepeat idetailed iinformation.  

Discussion iparagraph(s)  
  

After iyou’ve iadequately icovered ithe ibasic ipresentation iof iyour itopic, ihere iis iwhere iyou ilay iout iall ithe 

idetails—facts, istatistics, ihypotheses—that isupport ithe iideas iyou’ve idiscussed. iIn ithis isection iyou 

idemonstrate iyour iability ito ithink icreatively iand icritically iby ipresenting iyour iideas.  

  

Begin iwith ithe imost iimportant ior imost itelling iinformation, iproceeding ifrom iyour istrongest ifact ito ithe 

iweakest i(or, iif iyou’re iproviding ihistorical ibackground, ifrom ioldest ito inewest iinformation).  

  



These iparagraphs iare ialso ithe iplace iwhere iyou imake iyour irecommendations, iacknowledge iothers’ 

irecommendations, iand idescribe ifuture iproblems ithat imight ioccur iand ihow iyour isuggestions iwill iensure 

ithat isuch iproblems isimply idon’t ihappen.  

  

It ioften ihelps ito iput iimportant ifacts ior idetails iinto inumbered ior ibulleted ilists, iagain igoing ifrom istrongest 

ipoint ito iweakest.  

Your iclosing  
  

Once iyou’ve igiven iyour ireaders iall ithe iinformation irelevant ito ithe isubject iof iyour imemo, iuse ia 

icourteous iclosing ithat idescribes ithe iactions iyou iwant ithem ito itake, iand ipoint iout ihow ithose iactions iwill 

ibenefit ieveryone. iThis ione-paragraph iclosing imight ibegin iwith:  

  

We ican idiscuss imy irecommendations iin igreater idetail iat iour inext imeeting…  

  

or  

  

Should iyou ineed imore iinformation, iI’ll ibe iglad ito….  

Attachments  
  

Provide iwhatever idocumentation ior iadditional iinformation iyour ireaders iwill ineed ito icome ito itheir iown 

iunderstanding iof ithe ievent, iissue, ior iproblem iyou’ve idescribed, iand ilist isuch iattachments iat ithe iend.  

  

For iexample, iif ithere ihas ibeen ian iexchange iof iletters iregarding iyour isubject, iinclude icopies iof ithem i(if 

idoing iso iwill inot ibreach iconfidentiality ior iif ithey icontain iinformation ithat iyour ireaders ineed ito iknow). iIf 

iyou’ve icreated igraphs iof ifacts ior istatistics ior idiagrams ithat iillustrate iphysical irelationships, iattach ithose. 

iYou ican ialso irefer ito isuch igraphs, idiagrams, ior iillustrations iat iappropriate ipoints iin iyour imemo.  

  

Do inot iattach imaterials ithat ido inot ibear idirectly ion ithe isubject iof ithe imemo.  


