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How to write an effective memo

A business memo is widely used by organizations to communicate to its member’s pertinent information in an effective and efficient manner. The information communicated reflects policy changes, new products being introduced or new developments in solving new or current business problems. A business memo also may be a call for action for all
team members to become involved in. Writing a business memo is a great tool for leadership teams; it informs employees of important news when a company meeting is not required to be scheduled. Fill out the header information. State clearly who the memo is to, from, the date, and what the memo is regarding. Begin with why the recipient is
receiving the memo. The first paragraph should be a purpose statement that can be as simple as, "The purpose of this memo is to..." Include a brief summary of the problem or need you are writing about. The body of the memo should expand on these themes. State any actions you need the recipient to perform and when you need them performed by.
Close with any follow up items required from the recipients. Also, make sure the ending is courteous and respectful to the readers. Even if you are communicating difficult news remember to do so in a poised and dignified manner. Tips Make it short, one page if possible. Bulleted lists are an easy way for the reader to understand the key points of the
memo immediately. The business memo is less formal than a letter; but spelling, punctuation and grammar still need to be up to par. If your business requires you to keep track of everything from major details about a client to seemingly minor issues, learning how to write a memo to file will be beneficial to you. This can help you in day-to-day
business. For example, if one person from your client's office calls or sends you an email asking you to make a change to the plan, write a memo to file in case another party later questions your actions. Memos to file are imperative for legal, medical or other highly sensitive files that might later be used in court as well. Open Microsoft Word. On the
"File" menu, click "New." The "New Document Task Pane" will open on the right. Click "On My Computer," located in the "Templates" section. The "Templates" dialog box will open. Click on the "Memos" tab. Click "Memo Wizard" and then click "OK." The "Memo Wizard" will start. Click "Next." Under "Which Style Would You Like," choose
"Professional" and click "Next" again. Under "Do You Want to Include a Title," choose "Yes" and type in "Memo to File." Click "Next." Choose "Date," "From," and "Subject" under "Which Items Do You Want to Include" and enter the information for each one. The date should be the date of the occurrence, such as a phone call or email. It should be from
your name or your supervisor's name, and the subject should be a brief description of the occurrence, such as "Change of Venue." Click "Next." In the "To" section, select "File." Deselect the "CC" checkbox. Click "Next" again. Add any closing items and click "Next," and then click "Finish." Enter your notes in the lower section of the memo form. Print
the memo and file it in the client's file. Save an electronic copy as well, if it is your company's procedure to do so. Tips Write your memo to file as soon as possible following the incident or conversation. This will help you recall any details more clearly. Warnings Never type anything derogatory in a memo to file that is not fact-based. Stating that Ms.
Smith seemed angry is appropriate. Writing that Ms. Smith always has a nasty attitude is not. Communication within an organization is critical. The more connected and informed employees are, the more trust they will feel toward their employer. Research indicates that employees prefer face-to-face interaction with their superiors, but time
constraints and size of an organization do not always allow for such an approach. Company memos are another way to communicate important information to an organization’s internal audience. Less formal than business letters, they may announce new policies or organizational changes, deliver requested information or serve as a project update.
Learning to write a company memo that delivers information employees need will help strengthen your company’s “power within.” Insert the company logo as an image at the top of your page. Create a title that reads (in all capital letters) “MEMO,” “MEMORANDUM” or “INTEROFFICE CORRESPONDENCE.” This can be centered at the top or
aligned with the left margin. Following the title, insert a line of space and then the words “TO:,” “FROM:,” “DATE:” and “SUBJECT:” (you can also substitute “RE:” in place of “SUBJECT:”) with the appropriate information followed by a hard return. Arrangement can vary. Each item can have its own line for a total of four lines, or you can divide into
two columns: the first containing “TO:” and “FROM:” and the second with “DATE:” and “SUBJECT.” You do not include an inside address or salutation (“Dear ...”). Start the body of your memo on the second or third line below the heading. If your memo is a routine message, open in a direct manner. Memos that deliver bad news should open with a
neutral statement closely related to the memo’s topic, known in business communication as a buffer, to prepare readers for the negative information. Depending on the news, you can choose among several strategies for this opening. Be sure that it is sincere, relevant, honest and brief. Use the remainder of your space to provide important details. The
tone should be conversational. Use subheadings to make longer memos easier to read. You may also include tables, graphs or other visuals. Writers looking to persuade their audiences should include how/why this information will benefit either the employees personally or the company as a whole. End on a positive, friendly note. Do not include a
complimentary close or signature. Print the memo and initial by your name at the top, or prepare the memo to be emailed (you may lose some of the formatting by sending electronically). If the memo will be sent to multiple recipients, it may be cheaper to print one copy, initial it and then make photocopies. Distribute. It can be hand delivered,
emailed, sent through interoffice mail or mailed through the post office. Tips Use block format (no indentation) with a line of space between each paragraph. Focus on one topic. Try to keep the memo under two pages. Memos should only be used among your internal audience. Do not send a memo to people outside your company. Write a letter
instead. If you are addressing the memo to certain individuals rather than an entire department or staff in general, alphabetize your list of recipients unless there are people in certain positions who should be given more prominent placement. A memo is a way to communicate with others in your office. Memos usually report on or explain something.
They can also make a request. Informal memos may be used to report on something that is not of high importance, or present information to a small number of people or in a less formal setting. When writing an informal memo, be professional and keep it short and to the point. An informal memo should be about one page and include the necessary
information. Place the company’s letterhead at the top of the first page of the informal memo. Place the phrase “Memo” just under the letterhead. Place the names of the sender and recipients, as well as the date and subject next. This information should be on separate lines. For an informal memo, keep the subject line short but specific so that the
reader can quickly determine what the memo is about. If there is no specific recipient, you can leave off this information. State the purpose of the memo clearly and specifically in the first paragraph. Try to do this in one to two sentences. Write a short discussion section to explain the main recommendation or request of the memo. Because this is an
informal memo, you can simply state the recommendation. You do not need to include much supporting evidence, facts or other information because you want to be brief. This section should be concise and to the point and must effectively convey the point of the memo and tell the reader what to do next. State clearly what the reader should do next in
a short recommendation or closing section. Even though the memo is informal, it is still important to convey a clear point and recommendation. Tips Keep everything brief in an informal memo. Write concisely and clearly in as few words as possible. A memo is a great way to communicate important business information to employees and team
members. Memos can be sent via email, or they can be printed and posted in a high-traffic area of the office so all employees can take a look. They are usually short and succinct and provide information on one specific element of the business. The memo heading is one of the most important elements of the memo, as it tells the readers what content
they can expect to find in the body. The heading of your memo is a key element of communication. It’s vital to ensure your memo heading is informative and engaging so that it captures the attention of your intended audience. Memos are often used to tell employees about key business activities. Memo examples include information on: Company
announcements. Policy updates and changes. New procedures and processes. Employee tasks or action items. The heading is often the first part of the memo that employees will read, so it needs to set the tone for the rest of the memo. If your memo heading is not clear and doesn’t tell the reader what the memo is about, the employees may not read
the rest of the memo. Your memo heading needs to provide the reader with the main topic of the memo. This way, the employees will know to what the memo pertains. If you use an uninformative memo heading such as “important company memo” or “information for employees,” the reader may not be enticed enough to read the memo. Employees
are often bombarded with lots of information in the workplace on a daily basis, so if you want to ensure they read the memo, it’s best to use a memo heading that best describes the information contained in the memo. For example, if your memo is about an update to the workplace dress code, an appropriate memo heading is “dress code update for
employees.” If the memo is about computer passwords, you can use “important notice regarding your computer’s password” as the memo heading. The memo heading should state for whom the memo is intended. This way, the employees can self-identify whether they need to read the memo or not. If the memo heading doesn’t specify who should
read the memo, the employees may not know it is supposed to be for them. Some memos do not contain information that is relevant for all employees. For example, you may have an important update about bonus structures that is only for manager-level employees. Your company may need to provide health and safety training to warehouse employees
but not to office employees. When that is the case, it’s particularly important to state to whom the memo is directed so there is no confusion among employees about whether the information applies to them. For example, if the memo is about sales numbers that affect all employees, an appropriate memo heading is “fiscal year sales update for all
employees.” When the memo targets a specific group of people, you can use “new health and safety training for warehouse employees” as the memo heading to specify for whom it is intended. A memo heading and the memo itself should use plain language. Avoid the use of highly technical terms or industry jargon. Don’t use language that may not be
accessible for everyone reading the memo. Even if you work in a technical or complex industry, it’s best to use clear and simple terms in memo headings. Most employees will glance quickly at the heading to see if the memo pertains to them, so the heading must be easily understandable. Develop a simple memo template you can use in your business
that includes directions on how to write the memo heading and the body copy. This way, the writer of the memo can have all the best practices on hand when writing the memo for employees.
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