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328 Chapter 15

* A header that includes fields for the recipient (“To”), the sender (“From”), the
date the memo was circulated, and the subject. The subject field may be listed as
“Re:,” which stands for “in reference to” or “regarding.”

* The body of the memo, which typically should include an introductory paragraph
or sentence, a middle portion, and a conclusion.

* A distribution netatien, including any people who were not listed in the “To”
field but are copied on the memo. This notation is indicated by “cc” (courtesy
copy) followed by the names of those individuals. Note that with email, there is
also a “bec” (blind copy) field that can be used to send copies bu allow other
recipients to see who received a "bec.” See Chapter 14 for more about the proper
and ethical use of bee with email memaos.

* An enclosure notation, used to indicate any other di
memo. ]

ﬁ%t& that accompany the

Format of the The body copy (main text portion) of a memp Id focus on one topic. Content
memo body should be complete yet compact, pr{widmg a information readers need but not
going into unnecessary detail. Organize | v of your memo by starting with'a
short introduction and then writing a paragraph or two to address the main, issue.
Conclude by suggesting a c:mrsepf action or asking your readers to follow u H{5
Format for a In a print or PDF memo, t ly you should double space between the header
print or PDF and the opening paragraphes well as between the paragraphs. Top tkom mar-
memo gins are best set to 1 inch; left and right margins should be set t{}ala’pvai'lerefmmli.nd'l
to 1.25 inches. ; ‘?
Format for an For mm%as email messages, the “To,” "From,” * ., and “Date” fields
email memo in the email header take the place of these lines on the PI;F print memo. But, if you
want to tunp[?u‘lze that your email is in fact a mem repeat the word “Memo”
or “Memorandum” as well as these fields wi | the body of the email. Format the
body your message using the same introd fion, middle portion, and conclusion
' vou would use in a print or PDF mémo.
Using meémo Word processing programs pmvj_ﬂtg wide range of memo formats, called tem-
templates plates. These templates are pre-fosmatfed for the required parts of a memo, including
the header fields. For most apps, yeu simply select the memo template when starting a
new file. In terms of design, ?"ﬁ‘:.-l.lles can range from simple to complex. As tempting
as it may be to simply choose a template, make sure the one you use is appropriate for
your audience and . Unless the situation specifically calls for a decorative for-
mat, strive for a ta‘s;;e?ul, conservative look. When in doubt, ignore the templates and
work from a blank document, based on the guidelines in this chapter and the sample
memos illustrated here. Or, modify the template to fit your audience, purpose, and
these guidelines.
See Figure 15.1 for more detail on the parts and format of memos and Figure 15.2
for an email with all of the required parts, correct formatting, and well-written
body text.
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NAME OF ORGANIZATION

MEMORANDUM  Center this label on the page or set it flush left (as shawn)

To: Mame and title of recipient
From; Your name and title
Date: (also serves as a chronological record for future reference)

Subject  Elements of a Usable Memo {or, replace Subject with Re for e
in refarence to) ?’

Subject Line

Be sure that the subject line clearly announces your purpose; “Re .. dations for Software
Security Upgrades” instead of “Software Security Upgrades.” Capitalfze the first letter of all major
words. (Some organizations also use boldface for the subject li ne. Follow the guidelines for your
workplace.) ,

Memo Text )
Unless you have reason for being indirect HﬂMw a Direct or Indirect Organizing Pam;i’
in this chapter), state your main pointin the op paragraph. Provide a context the recipient )
can recognize. |As you requested in our January meeting, | am forwarding the resuits of otis.”
software security audit) For recipients unfamiliar with the topic, begin with a briel hati:ﬂn'l.l nd

agraph. 3
paragrap y *},-
Headings v
When the memo covers mu!nplfsu btopics, include headings (as shown harqﬂ:leadmgs Isee
Chapter 13, "Using He: r Access and Orientation”) help you organize, and they help
readers locate information quickly, Hﬁ

i V.
Graphic Hi -

e
To improve readability you might organize facts and figures il 8'table (see Chapter 12, “Tables") or
in bulleted or numbered lists (see Chapter 13, “Shaping thePage”).
-
and Line Spacing N
indent a paragraph’s first line. Single- spﬂ ce within paragraphs and double-space between.

] ﬂ
Subsequent Page Header »
Be as brief as possible. If you must mjﬂﬁ ane page, include a running head on each subseguent
page, naming the recipient and date |/ Baxter, 6/12/11, page 2).
w
Distribution and Enclosure tians

Use “cc” for cnunew_nnﬁ'li_u. Use “Enclosure” or “Encl.” to indicate additional documents.
e’

Figure 15.1 Standard Parts of a Memo These elements can differ across organizations and professions,
but most mamaos, espacially longer onas, contain most of these parts, Because mermos are read rapidly by busy people,

formatting and layout are key,



