Memo Format

Letbers and mesmos kee two common formats for busisess comminscatons. The general rude is bo
use letver format when your audienoe = oviside of jour ongendeiton, and use mems format when
your sudience is within your oeganization. However, often memos are used when communscating
with clients and other exterial partics that vou woek with frequently.

Memos are formatted diffecently from letbem:

#  Onmit the complimentary opening (Dear D, Bartlet) and complimentary close
{Eumh,hﬁqﬁ'lﬁ.ﬂ] that wre mchoded in o letter

a  (benkt the malling and retumn address (becasise memea ane trpically internal - aent
herween cmployees of the same comprany—ao addresses are needed),

& If sending a hard copy, initial or sign the memo next 1o your name on the “From™ bne

&  Lahel the memo “Mema,™ “Memorandum,™ ez, o the top of the page, & m the
ﬂl.l.mplnhhlr

The exumples below show possble ways 10 set up your memo. When you begin to work for
partcular company, vour wnll Bkely formar pous memos in & company-specific way. Many compadiies
have memo templates pre-formamed with the company and//or department kogo. However, any
meinio you werite wall ichude the date, recmpient’s name, sender’s mmi, wivd & subpect line.

Memorandum

Damer  Oiopober 9, 306G

Toy Bab Manages, Team Coordinarre

From:  Sam Seeinherg, CPA

Subpect: Treatrment of the restrocruring usues for BetWiorth Corpinimon

Internal Memorandum
Olerober 9, 3G

Ta:  Bab Massger, Team Coordirutor

Cee  Dobbie Parner

Frome Sam Seeinberg, CPA

Re:  Tomement of the restnschuning msues for NetWorth Corpomtion




