Technical Writing – “Memo” topic


What is the Memo?
A memo or memorandum is an internal document that is generally short, focuses on a single topic, reports information, makes a request, or recommends action. It follows specific forms, depending on the organization.

Why Write a Memo?

As much as we would like to have face-to-face communication with each co-worker or employee, sometimes this is just not possible. Yet it’s still important to effectively communicate information, such as next steps of a project. 
Memos help convey information more efficiently. For example, maybe many people in a particular department need to know something at once. Or the sender has a time constraint s/he is trying to work around, and one memo is more effective than 10 different conversations on the same issue. Perhaps it’s just easier to write one notice and post it in a common area where the majority of the workforce will see it. Communication in memo form retains a professional appearance and streamlines the topical information. 

Before writing, consider:
· Who will read the memo

· Why the memo is being written

· The tone and language

Certain words convey the tone of a memo (for example, negative, positive,  conciliatory, assertive, motivational, friendly, etc.). In addition, the choice of language depends on the reader (coworker, superior, or subordinate) and the objective.

Heading of memo:
To: Santa’s Elves

From: Santa Claus

Date: 30 September 2001

Subject: Meeting to discuss shortage of toy parts

Note: To prevent confusion, a memo should address only one subject. The subject-line title should be accurate and complete.

Body of memo:

A memo should contain three parts:

1. For the introduction, start with one clear sentence that states the subject and provides a summary of the topic.

2. The middle may contain several sentences of explanation.

3. The ending makes a request or a recommendation

Format:

Follow the guidelines of your particular company, university, etc.

These guidelines should include:

· Heading (To, From, Date, Subject)
· Most memos now use this form since the date: 17 December 2002

· Names – follow guidelines for your institution
· Example: A.B. Jones or Alexander Buckson Jones

· Position or title – include if your organization requires it.

· If copies should go to more people, put “Cc:” with the names at the bottom of the memo.

Sample Memos:

1. Big example
To: Santa’s Elves

From: Santa Claus

Date: 30 September 2001

Subject: Meeting to discuss shortage of toy parts

I am calling for a meeting at 3 p.m. tomorrow to discuss the shortage of toy parts for the upcoming holiday season. Some of you have already mentioned that various widgets and snippets are hard to obtain from the usual sources. If we cannot obtain these items soon, we will have to find new suppliers in order to meet our holiday deadline. We do not want to disappoint any children.

Please bring a list of the parts in short supply to the meeting so that we can determine what to do next. If you have any additional suggestions, be sure to contact me or Mrs. Claus.

Cc: Mrs. S. Claus
2. Note that “Cc” is not in bottom [Cc: Carbon copy]
To: Andy Andler, Benita Buchanan, Charles Chavez 

Cc: Darcy Danko 

From: Heady the Head Honcho 

Date: June 1, 2006 

Subject: Re: Need for New Memo Format 

I’ve noticed that we don’t seem to be able to communicate important changes, requirements and progress reports throughout the company as effectively as we should. I propose developing one consistent memo format, recognizable by all staff as the official means of communicating company directives. 

While I know this seems like a simple solution, I believe it will cut down on needless e-mail, improve universal communication and allow the staff to save necessary information for later referral. 

Please talk among yourselves to determine the proper points of memo writing and return the input to me by 12 noon. I will then send out a notice to the entire staff regarding the new memo format. 

Thank you for your prompt attention to this. 
3.  “very short one”

To: Heady the Head Honcho, Andy Adler 

From: Darcy Darko 

Date: June 15, 2006 

Subject: Re: Update on the T-12 Phase Three testing 

As we enter Phase Four of the T-12 testing, I wanted to provide a progress overview of the Phase Three testing. 
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