Other types of professional
writing in workplace
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Memoranums (memo) writing in W
workplace \

What is a memo? WS anll 42 Lo
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A hard-copy (sent on paper) document.
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Used for communicating inside an organisation.
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Usually short.
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Contains To, From, Date, Subject Headings and Message
sections.
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Does not need to be signed, but sometimes has the sender’s
name at the bottom to be more friendly, or the sender’s full name
to be more formal. If in doubt, foilow your company style.
43 .Sl 88 1l clalaitl of Jlee¥ J51es b Jlas¥! fpe 31
SIS s uBy .l 2 Vg ol A0 (e paite Sae Al ) Sl olgd ()5S0
vkt gaa e sk dumgl ad *Jg 120

T d AL R T




Ll Vil wa yud of By Sl S (5 b Laiy Rabiinl) B3y
Lgka 8T Ralaill Janls Juu 3 3aleg billadl (o 181 3 )9em duauy ud
NVITESIE AL

Much of the communication in a business or organization is in
the form of memorandums, or memas. These internal documents
may have a variety of readers and purposes and may cover many
different situations. While memos can be formal or informal, they

are always more infermal than letters and are usually sent within
an organization rather than to outside readers.
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Your readers will range in position from supervisors to peers to
subordinates and will be familiar with your institution’s projects

and the jargon related to the business, so you will not need to
provide much background information.
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They will have many roles, from producers to users.
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They may be experts or novices in their field.
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Whoever they are, they are usually busy people who don't have

time to waste on confusing, disorganized information. When you
write a memo, be organized and informative, yet succinct.
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You may send a memo to a single reader or to many readers, all
concerned with the subject of the memo.
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You may write to respond tc a request
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You may request specific information or a specific action from the
reader, often a co-worker
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You might be thanking someone for help or trying to persuade
someone to provide additional support
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Ostentatious language, excessively technical jargon, or

complicated syntax will make you sound pompous. Be

cordial, straightforward, and lucid, and strive for a relaxed and

conversational style.
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Generally, your tone should be neutral or positive, but you have
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to occasionally issue complaints or reprimands in memos. Use
caution in negative situations. You never know who will read
the memo. Be aware of the effect of your words.
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Memos should be single-spaced with double spaces between
paragraphs, in block form. They should be kept to a single
page if possible.
ceeuandly Ol giall tined (el ;SO0 (eSS
Memos have two sections: the heading and the body.
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The heading consists of date, to, from, subject, and cc.
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Date Write the full name of the month, or use its standard
abbreviations. Don't use numerals as in 605/1/.
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To: Generally, address people of higher rank by title. If your
company policy or your relationship with the addressee allows,
you may omit courtesy (Mrs., Ms., Mr.) or professional (Dr., Dean,
etc.) titles. For most formal situations, use the addressee’s full
name; in some informal situations, you may use first names. If
the memo is directed to three or four people, list their names
alphabetically or in descending order of their position in the
institutional hieracrhy. If several names are required you may
use “TO: See Below" and then place the names at the bottom
of the memo. If the group is too large to list, follow “TO” with an
identifying classification (TO: Faculty, Board of Directors, etc.)
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From: Place your name on this line, and do not use a courtesy
title. If you believe that reader(s) may not know you, identify
yourself by using your job title or department name. Handwrite

your initials to the right or under of your typed name.
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Subject: Since the subject often determines where or how the

memo will be filed and even if it will be read, it should be concise
and accurate.
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CC. List names of other people who will receive copies of your

memo. The CC line can be placed in the heading, next to the
heading, or at the bottom of the document.
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The body states your exact purpose forwriting so that reader(s)
can quickly gain an understanding of the memo’s content and
how it related toc them. If the memo is longer than a page, use the
first paragraph to provide background information. An outline will
help you organize your thoughts. Focus your reader’s attention
on main ideas rather than on details and digressions. Strive to be
plain, direct, and brief. Decide on a pattern of organization that
best suits your purpose. The two most common for memos are
deduction and induction.
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Deduction presents tdeas in decreasing order of importance and
generally assumes that the reader is well-acquainted with the
topic under discussion. This strategy spares readers needless
loss of time wading through material they may already know.
Most business memos use this pattern. Place supporting facts
In subsequent sentences for readers who may be unfamiliar
with the subject. Place any background information last.
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Induction presents ideas in increasing order of importance.

If you have to announce bad news or your reader may not

understand the main idea without significant prior preparation,

use this form. Lead up to the most forceful idea; then present
that idea at the end of the memo.

A Skl e By b5 pnl Lol ot 3LasY Rl gy Biiga 3ges I 4l
Sl Cral Tugde (sS85 S0 Bel )3 e 3,50 Ally Lgady
UPYL PR FRCOPY PR PY WA IRR P71V | IV B D SR

Finish with a courteous and clear call for action. Tell your reader

precisely what results you expect to follow from reading your

memo. It may be helpful to include deadlines. Give the reader
a clear and specific sense of what to do.
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Identify your attachments at the bottom of the page in case
they inadvertently get separated from the memo.
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Memo Exampies \
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MEMO
To: Health & Safety Committee
| From: Joe Chan, Chairperson, H&S Ctte
Date: 17 Feb 10
Subject: Room change for next meeting

The meeting on Saturday, 20 March has been changed to
Room 101.

|
—— — . _
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MEMO
To: Katherine Chu, Regional Manager
From: Stephen Yu, Sales
Date: 17 February 2010

Subject:  Notification of My Resignation




/ | am writing to inform you of my intention to resign \
from G & S Holdings.

| have appreciated very much my four years working
for the company. The training has been excellent and
| have gained valuable experience working within
an efficient and professional team environment. In
particular, | have appreciated your personal guidance
during these first years of my career.

| feei now that it is time to further develop my
knowledge and skills base in a different environment.

I would like to leave, if possible, in a month’s time
on Saturday, 20 March. This will allow me to complete
my current workload. | hope that this suggested
arrangement is acceptable to the company.

Once again, thank you for your support.
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MEMORANDUM
To: S M Chan, General Manager
From: Samantha Ng, Office Manager

Date: 17 February 2010
Subject: Purchase of a Microwave Oven
1.Introduction

At the monthly staff meeting on Saturday, 13 February
2010, you requested information about the possible
purchase of a microwave oven. | would now like to present
these details.

2.Background

Since the move to the new office in Kowloon Bay, staff
have difficulty in finding a nearby place to buy lunch.

3. Advantages

Providing a microwave oven in the pantry would enable

staff to bring in their own lunchboxes and reheat their food.
Also, staff members are less likely to return to work late

&after lunch.
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/~ 4. Staff Opinion ™

A survey found that staff would like to use the microwave
oven.

5. Cost
Details of suitable models are given below:
~ Brand | Model | Price
Philip | M903 | $2,800
Sharpe | R-3R29 = $2,600
Sonny | 6145X $2,400
6. Request

If this meets with your approval, we would appreciate it
if you could authorise up to $3,000 for the purchase of the
microwave oven.
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The Message i 1
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Unless the memo is a brief note, a well-organised memo
message should contain the following sections:
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a.Situation - an Introduction or the purpose of the memo.
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b. Problem (optional) - for example: “Since the move to the
new ....., staff have difficulty in finding a nearby place to buy
lunch.”
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c. Solution (optional) - for example: “Providing a microwave
oven in the pantry would enable staff to bring in their own

lunchboxes and reheat their food.”
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d. Action -this may be the same as the solution, or be the part

of the solution that the receiver needs to carry out; e.g. "we would
appreciate it if you could authorise up to $3,000”
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e. Politeness -to avoid the receiver refusing to take the action

you want, itis important to end with a polite expression; e.g. “Once
again, thank you for your support.”, or more informally “Thanks".
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Here is an example of an e-mailed ‘memo’ to alert staff about
a visit from overseas guests:
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Dear 'Team’,

Just to let you know that (Name}) ..... will be arriving at the
office about 11am this morning with a party of delegates from
Hong Kong. Therefore from 10.30 onwards, can you all make
sure that you do not have any drinks on your desks and that
your desks are free from clutter, Also, no chewing gum whiist
they're here. Richard needs to make a good impression on
these visitors regarding a targe order for the circuit boards so
first impressions count and all that stuff.

| appreciate your co-operation.

k Name | J
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What to include in your memo

f am writing because .......

..... & GalasJl
The facts are .......

<l agasl qi e b
[ will, or | propose that you ......
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Generally, you should clearly state your purpose at the
beginning of the memo and request the action you want at
the end. Confine your memo to a single purpose. If you have
two purposes, write two memos. Take the time to analyze your
reader; that is, consider how he or she (always a single reader)

wishes to be approached with your message. Consider the tone
or language that will appeal to the reader.
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Writing effective memos helps keep the lines of communication

open in your company or department. By incorporating some of

the basic points from the memo examples above, you should
notice a deeper connection with employees and co-workers.
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