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Memos 

ENG 112 

Professor Katherine Delhagen 

 

*Turn up your sound and make sure you listen to every slide of the presentation! 

What is a Memo? 

• Not the same as a letter! 

• Usually distributed within a workplace or 

organization 

• Spreads information to employees 

quickly 

• Provides a paper trail 

• Clear, concise, direct, and accurate 

Audience and Purpose 

• Who is my memo going to? 

• Managers 

• A specific department 

• All employees 
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Audience and Purpose 

• Why am I sending a memo? 

• Inform (change in policy) 

• Persuade (support a new plan) 

• Motivate (take action) 

• Announcements (death, retiree, 

promotion, new employee) 

How to Write a Memo 

• Use a formal, respectful tone 

• Follow proper formatting 

• Be clear but concise (one topic!) 

• Proofread! 

 

< Title Memo or Memorandum 

Heading, left aligned 

To, From, Date, Subject > 

Introduction > 

Body           > 

Conclusion  > 
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Why don’t companies just 

send emails? 

• Paper is more formal 

• Email may be ignored/overlooked 

• Spam possibilities 

See Chapter 15 
• For more detailed information on 

Memos, carefully read and annotate 

chapter 15 before creating your 

own memo! 

End 


