
 
 

Memo 
Memos are a form of communication that can be written on paper or sent as an attachment via e-mail.  
They usually are created by people within a company for either the entire company or for specific groups 
for the purpose of reporting information, announcing policy changes or new policies, giving valuable 
instruction to groups of people, or delegating responsibility.  Memos are moderately formal and are 
formulaic.  Most companies have their own formatted memo form that includes the company logo.  When 
using a company’s formatted memo form, if you have more than one page of information, print the 
following pages on plain white paper.    

Elements of a Memo:    

1. Heading:  If there is no official company heading, keep all the information justified on the left 
side.  

A. Organization’s name (without address). 
B. Date:  The month is always spelled out.  
C. To:  Specify the individuals by full name and formal title, and groups by title of the 

group. 
D. From:  Your name and title—initial your name after it is printed. 
E. Subject:  The purpose statement or what the memo is about—be brief, but specific.  

2. Text Body: The body should contain a specific point, a brief summary, and prominent 
recommendations.    

A. The text body should be formatted similarly to a letter and should contain the following 
information:  

I.   The point or purpose of the memo uses infinitive verbs that point to what you 
want someone to know, to believe, or to do.  This is very important.  The 
statement of purpose should start the memo.  

II.    The brief summary serves as an organizer for what is to come.  It basically 
summarizes the discussion’s topics.  

III.    The discussion might begin with background information—facts the reader will 
need to know for understanding.  

IV.    The conclusion follows the discussion.  
V.   The prominent recommendations are action steps that are bulleted or numbered 

to allow the reader to see an organized plan.  
B. Use headings and bullets when appropriate  

I. Informative headings are used to make the memo easier to read.  
II.  Bullets or numbers provide the reader with easy organization for quick reading.  

3. Miscellaneous Elements:    
A. Notations for identifications, enclosures, and copies.  
B. Continuation page will look like the continuation page of a letter.  
C. Initial your signature next to your name in the heading.  



 
 

Note:  Memos should be short and focused. The most important information should come first and the 
reasons later.  Be explicit about what you want the reader to do.  Avoid sending memos to people who do 
not need the information.    

 

 

Example of a Short Memo: 
 

TO: Dr. Ian Malcolm, Jurassic Park 
FROM: Dr. Ellie Sattler, Paleobotanist Research Assistant 
DATE: March 10, 2017 
SUBJECT: Concerns about Sustainability of Park 
 
There are rising concerns about the sustainability of Jurassic Park, based on research that 
was conducted over the past three months. As a paleobotanist, I observed things about the 
overall plants’ life cycles and the effect those have on the consumers of the plants. As a 
solution to the negative aspects of the results, Jurassic Park should close its doors, because 
supporting ancient wildlife is impossible to do without harmful effects on the environment 
and the genetically modified creatures.  
 
Plant Life Cycles 
The research done showed that the plants themselves, including the ferns from the 
designated XYZ category, are living in shorter cycles than in the past. This is a direct 
correlation with how they must be genetically modified and thus not suited for today’s 
environment.  
 
Effect on Dinosaurs’ Diets 
The lack of natural food creates an unfit diet for the creatures in the park. This can cause a 
number of things, the most frequent being: 

• Mood swings 
• Craving for human flesh 
• Want to escape 

In addition to this, according to our survey findings, 87% of the target market of your park 
has left the park fearing for their lives.  
 
By closing Jurassic Park, there will be less exposure to these monstrous circumstances that 
can be foreseen. Once closed, we can start developing a plan as to what to do with the 
already created plants and dinosaurs.  
 
Attachments: Lab Research Results, January-March 2017; Survey Findings, January-
March 2017 


