Writing a business memorandum (memo)
Please note: there are writing homework titles at the end of this book.
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A memo:
•

is usually sent to a group rather than an individual. When writing
only to one person, it is more common to write an email or letter.

•

is a common way to provide a report on activities or events,
announce news, make a request etc.

•

is normally used for internal correspondence to other colleagues
or from a boss to staff, for example. However, it can also be used
for external communication to customers, suppliers etc.

•

can be written in different styles. There are many different
possible reasons for writing a memo, and the style will depend
on who you are writing to, the nature of the message etc.
Generally, though, a memo is less formal than a letter, and can
be quite informal if appropriate.

•

should be fairly short – the average memo is no more than one
page long.
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Memorandum

(3) Go straight
into the first
paragraph;
there’s no need
for a greeting
(“Dear …” etc.)

(4) Make sure
your most
important
message is
clearly stated
in the first
paragraph.

To:

All staff

From:

Fiona Arrowsmith (Manager)

Date:

27 July 2014

Subject:

Relaxation of dress code

(1) Make sure the title
“Memorandum” or “Memo”
appears at the top.

(2) On the left, below the
title, include “To”, “From”,
“Date” and “Subject” lines.

I am sure you will all be glad to hear that, as we are experiencing
such hot weather at the moment, I have decided that our normal
dress code should be temporarily relaxed.
Therefore, and until further notice, all male staff may feel free
to work without a tie if they like, and sleeves may be rolled up.
However, ties should either be worn properly or removed; ties
that are worn loose (i.e. undone) are not appropriate.
Also, no member of staff is required to wear a jacket. You may
either hang your jacket on the back of your chair or in your
personal locker in the staff area.
Please remember, however, that we are a bank with a strong
reputation for service, and, as such, we need to maintain a
professional appearance at all times. For this reason, this dress
code relaxation will not apply under any circumstances when you
are in the company of clients, no matter how casually the clients
themselves may be dressed.

(5) A memo
should be
easy to read.
Try to avoid
long, complex
sentences, and
keep paragraphs
fairly short, if
possible.

Lastly, I would like to remind female staff that, as always,
open-toed shoes are allowed, but not sandals.
I hope these small changes to the normal rules will help us all feel
a little more comfortable during this extraordinarily hot summer.
Thank you for your cooperation, and please speak to me in
person if you have any queries.

(6) The end
should be quite
simple. Do not
write “Best
regards”, “Yours
sincerely” etc.,
and do not write
your name.
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Is it more common to send a business memo to an individual or a group
of people?
It’s more common … group of people
Name some common reasons for writing a memo, please.
Some common … to provide
a report on activities or events,
announce news, make a request etc.
Are business memos normally used for internal or external
correspondence?
Business memos …
internal correspondence
When deciding on the appropriate style for a memo, what kinds of
things should we consider?
When considering …,
we should consider who we’re
writing to, the nature of the message etc.

If we don’t deliver a memo as hard copy, how can we send it?
If we don’t …, we can send it in an email,
either as body text or, more usually, as an attachment
What should appear at the top of a memo?

The title “Memorandum”
or “Memo” should …

What should we put below this on the left-hand side?
We should put
“To”, “From”, “Date” and “Subject”
lines below this on the left-hand side
At the start, do we use a greeting or just go straight into the first
paragraph?
At the start, we just go
straight into the first paragraph
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Where should our most important message appear?

Our most …
in the first paragraph

