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Memorandum

 The basic function of a memo is to make the reader aware 
of specific information as efficiently as possible.

 A memo can be written to inform, to persuade, or  to give 
specific feedback on a particular topic. 

 When written properly, memos can be very effective in 
connecting the writer’s best interests  with the best 
interests of the reader.



Format

 A memorandum is written using a specific format which 
is accepted by the organization in which the memorandum 
is used. 

 The usual structure for a memorandum includes some or 
all of the following:



Format

 MEMORANDUM (Heading Segment)
TO: The person receiving the memorandum

FROM: The person writing the memorandum

DATE: Usually a formal manner of writing the date, for example 19 September, 2007

SUBJECT: A short title descriptive of the topic in discussion in the memorandum

 Introduction (Opening Segment): explaining why the memorandum has been written 
and what topic the memorandum will discuss.

Body (Summary/Analysis Segment): discussing the topic in detail--explaining what 
exactly and itemizing when possible any parts of the topic.

Conclusion (Closing segment): explaining the implications of the memo and what the 
audience should think or do about the memo’s topic as a result of your analysis.



A.P.P.L.E. Tips

 Identify your audience--identify the person or persons to whom 
you are writing. Think about what they know, who they are, what 
they want to see or hear. Clarify I your own mind your 
audience's ethos (their values and beliefs). Never, never, never 
write without identifying your audience first.

 Remember the memo’s purpose and be kind to the audience.  Use 
headings and bullets as necessary to make the key parts or points 
of the memo stand out. 

 Be concise in your language--long sentences with complex 
construction do not belong in memos. Keep memos short and to-
the-point. 

 Come to the point first--always use a bottom-line statement at the 
very beginning of a non-sensitive memo. 



A.P.P.L.E. Tips

 Remember memo format--never use a salutation or 
complementary closing with a memo. 

 Identify your attachments--if your attachments become 
separated from the memo, your reader will know that 
they were supposed to be there and can ask for them. 

 Be coherent--limit each paragraph to only one 
idea. Keep your sentences flowing smoothly, and keep 
them short. 

 Use an academic tone—but use the first person (I or 
we); use sentence structure for emphasis; use concrete, 
specific words. 



Tips

 Proofread your work--always read your work (or have 
someone else read it) before you sent it out. 

 The segments of the memo should be allocated in the 
following manner:

 Header: 1/8 of the memo 

 Opening, Context and Task: 1/4 of the memo 

 Summary, Discussion Segment: 1/2 of the memo 

 Closing Segment, Necessary Attachments: 1/8 of the 
memo



B U S I N E S S  M E M O S  A R E  C E R T A I N L Y  I N F O R M A L ,  
B U T  T H E  S T R U C T U R E  I S  A L W A Y S  T H E  S A M E  A N D  

S H O U L D  B E  F O L L O W E D  T O  T H E  L E T T E R .  B Y  
F O L L O W I N G  T H E S E  S T A N D A R D S  Y O U R  B U S I N E S S  
M E M O S  W I L L  B E  P R O F E S S I O N A L  A N D  A D H E R E  T O  
S E T  G U I D E L I N E S  T H A T  H A V E  B E E N  A D O P T E D  B Y  

M O S T  C O M P A N I E S .

Memorandum
Business



I F  Y O U  A R E  W R I T I N G  T H E  N O T E  T O  M A K E  P E O P L E  
A W A R E  O F  S O M E T H I N G ,  I T  S H O U L D  A L W A Y S  B E  A  

F R I E N D L Y  T O N E .  A N  E X A M P L E  M A Y  B E  T H E  
H I R I N G  O F  A  N E W  E M P L O Y E E  O R  A  

T E R M I N A T I O N .  T H E S E  T Y P E S  O F  B U S I N E S S  
M E M O S  D O  N O T  R E Q U I R E  A N Y  A C T I O N  F R O M  

A N Y O N E  A N D  E V E R Y O N E  T H A T  W I L L  R E C E I V E  
T H E  M E M O  S H O U L D  B E  O N  T H E  T O  L I N E .  O N C E  

A G A I N ,  T H I S  S H O U L D  B E  A  F R I E N D L Y  T O N E ,  B U T  
C E R T A I N L Y  N O T  A S  I N F O R M A L  A S  A N  E M A I L  A N D  

T H E R E  S H O U L D  B E  N O T H I N G  A M U S I N G  A B O U T  
Y O U R  N O T E .  I N S T E A D ,  B E  S U R E  Y O U  S T A Y  

C O M P L E T E L Y  O N  P O I N T  A N D  M A K E  T H E  M E M O  A S  
C O N C I S E  A S  P O S S I B L E .

Business Memo for 
Awareness



T H I S  T Y P E  O F  M E M O  I S  A B I T  M O R E  F O R M A L  A N D  S H O U L D  B E  M A D E  
V E R Y  C L E A R  T H AT  T H E R E  I S  A R E Q U I R E M E N T.  I F  Y O U  A R E  N O T  

D I R E C T I N G  T H E  R E C I P I E N T S  T O  D O  S O M E T H I N G ,  E V E R Y O N E  S H O U L D  B E  
O N  T H E  T O  L I N E .  A N  E X A M P L E  M AY  B E  T H AT  A PA R K I N G  L O T  I S  B E I N G  

R E PAV E D  A N D  E V E R Y O N E  T H AT  H A S  T H E I R  C A R  PA R K E D  O V E R  T H E  
W E E K E N D  W I L L  B E  T O W E D .  T H E  P E O P L E  T H AT  R E C E I V E  T H I S  M E M O  

C L E A R LY  U N D E R S TA N D  I T  I S  I M P O R TA N T  A N D  I T  S H O U L D  B E  
E M P H A S I Z E D  E A R LY  I N  Y O U R  B O D Y  W H AT  W I L L  H A P P E N  I F  T H E Y  D O N ’ T  

C O M P LY.  T H E  M A I N  D I F F E R E N C E  B E T W E E N  T H I S  T Y P E  O F  B U S I N E S S  
M E M O  A N D  T H E  N E X T  O N E  I S  Y O U  A R E  N O T  T H E  P E R S O N  T H AT  W I L L  B E  
E N F O R C I N G  T H E  R U L E .  T H I S  S A M E  T Y P E  O F  M E S S A G E  TA K E S  P L A C E  I F  
Y O U  A R E  W R I T I N G  A M E M O  O N  B E H A L F  O F  S O M E O N E  T H AT  M A K E S  T H E  
R U L E S ,  F O R  E X A M P L E  T H E  C E O .  A B U S I N E S S  M E M O  F R O M  T H E  C E O  T O  

H I S  O R  H E R  S U B O R D I N AT E S  S H O U L D  N O T  B E  F R I E N D LY  A N D  S H O U L D  
C L E A R LY  S TAT E  T H E  E X P E C TAT I O N  T H E  M A N A G E R  H A S .

Business Memos that Require 
Action



I F  Y O U  A R E  T H E  P E R S O N  C H A N G I N G  T H E  P O L I C Y  Y O U  H A V E  
T O  T A K E  S O M E  P R E C A U T I O N S  A S  T O  W H O  Y O U  A R E  S E N D I N G  

T H E  M E M O  T O .  T H I S  I S  W H E R E  T H E  C C  L I N E  C O M E S  I N T O  
P L A Y .  A N  E X A M P L E  M A Y  B E  I F  Y O U  A R E  G O I N G  T O  T H R O W  
A W A Y  A N Y  F O O D  T H A T  I S  L E F T  I N  T H E  B R E A K  R O O M  O V E R  

T H E  W E E K E N D .  C H A N C E S  A R E  Y O U  A R E  N O T  G O I N G  T O  T H R O W  
A W A Y  T H E  C E O ’ S  L U N C H .  T H U S ,  H E  S H O U L D  B E  O N  T H E  C C  

L I N E .  Y O U  A R E  L E T T I N G  H I M  K N O W  W H A T  Y O U  A R E  G O I N G  T O  
D O  T O  H I S  E M P L O Y E E S ,  N O T  T O  H I M .

T H E  T O N E  S H O U L D  B E  D I R E C T ,  C O N C I S E ,  A N D  T O  T H E  P O I N T .  
I F  Y O U  C H O O S E  T O ,  T H E  R E A S O N S  W H Y  A R E  P E R F E C T L Y  

A C C E P T A B L E ,  B U T  N O T  N E C E S S A R Y  I F  Y O U  A R E  T R U L Y  
S E T T I N G  T H E  P O L I C Y .

Business Memo for a Policy 
Change


