Date Goes Here

To:
  Reader's Name

From: 
  Writer's Name (initial in pen)

Subject:  Format Memos Like This (note capitalized like a title)

The first paragraph gets no heading. This paragraph is usually an abstract: it introduces the topic and summarizes the content of the entire memo in the order these topics are addressed in the memo. Sometimes people will only read this first paragraph so make sure it covers the main points or gives them a reason to read on; you might also try to build a little goodwill here. Keep the first paragraph down to no more than four sentences for most memos.

What Is a Memo?
A memo is what old people call email. A long time ago, before you were born, old people were young. No, really, that's true. Along with having to walk to work up hill in the snow, both ways, they didn't have computers. Instead they had things called "paper" and "typewriters", and they would use these things to write things called "memos" and "letters". They would tie these memos and letters to giant, flying birds called pterodactyls, who would deliver them to other people in the office or to other caves or fiefdoms (what's a "fiefdom"? look it up; I had to).

.

Back then, memos were used if the document was sent within the same office or organization, and letters were used if the document was sent to another organization. This is still generally true, although increasingly a moot point as email has killed these dinosaurs, but still: generally, you send memos to people you work with or for, and letters to everyone else. Memos IN. Letters OUT.

How Do I Use Memos to Make My Teeth Whiter?

You can use memos to make your teeth whiter in various ways. You can rub memos on your teeth after each meal. I recommend only memos certified by the ADA. Some inks, however, tend to bleed when wet, so this will be counter productive and make your teeth inky. Other inks are probably toxic and will kill you. This may also be counter productive.

You can also use memos to send brief messages within your department. Memos should be clear and to the point. They should avoid wordiness and all extraneous discussion of things like pterodactyls and fiefdoms. If they are too wordy, people won't read them. In fact, I doubt you are reading this right now, are you? See, that proves my point.

Notes on Formatting

Generally you can assume the following formatting guidelines:


● Single space all letters and memos, double space all reports


● Use 1/2" to 1" margins, all around


● Use a legible, standard font (such as Times New Roman 12 pt)

● Note that the header of second, third etc. pages include Subject or reader's name, page number and date.

Reader's Name




Page Number




Date
Why Are Your Paragraphs So Short?

I'm glad you asked. Paragraphs in memos and letters are usually short because no one wants to read your stinking memo or letter in the first place, which is especially true if your paragraphs are thick and dense -- like the big black forests that once separated fiefdoms (did you look it up yet?) and were inhabited by rabid, memo-wielding pteradactyls -- information gets buried in dense paragraphs and is thus easily missed.

If you break up your paragraphs into bite-sized morsels, readers can skim your document more easily.

If you break up your paragraphs, readers will be tricked into thinking reading your memo or letter will be fast and easy.

Being tricky is good.

Yes, it's ok to have one sentence paragraphs like this in a letter or memo.

Sometimes.

This Is A Heading

Use headings like the one above the same way textbooks use them: so that people can skim your document quickly to:


● Find the stuff they need to know quickly


● Ignore the stuff they already know or aren't concerned with


● Get the gist without having to read everything.

Use Bulleted or Numbered List

Notice that the paragraph above is broken into a bulleted list. When possible, use bulleted lists:

● For the same reasons you use headings; it makes reading fast and easy, which is good for the average reader, who is slow and lazy


● To emphasize stuff easily missed when buried in a sentence or paragraph.

Other things to notice about bulleted lists include the following:


● A sentence or phrase introduces them; don't start a section or paragraph without that introduction


● The grammar remains correct and is parallel: all elements of the list are the same 


● The formatting should be consistent: a space before and after them 


● The choice between bullets or numbers is logical: only use numbers if the order is essential


● The last item or phrase in the list gets a cute little period.
Second etc Page Formatting

At the top of the second, and each additional, page you need to include either the reader's name or a brief subject line, a page number, and the date. This is often true of professional letters, as well. Include this stuff in 

Reader's Name




Page Number




Date

case the pages and separated and misplaced in the piles of crap that really smart people like to accumulate on their desks.

If you are smarter than your English teacher, you can probably find a way for Word or WordPerfect to put that stuff up there for you.

Closings

Note that there is no formal closing statement such as "Sincerely" and you do not sign your name at the bottom; instead, you will initial your name at the top. Don't forget to do that initialing, in pen, because this certifies that you wrote the document, which is important for legal reasons.

Finally, don't forget to close with some goodwill. Standard, military issue, old fashioned brown-nosing works, or you can thank the reader for past stuff and refer to a hopeful future, like this: Thanks for taking the time to read this! I hope it helps you write memos and achieve your goals, whatever they may be!

