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5.2: Memorandums

Learning Objectives

o Discuss the purpose and format of a memo.

o Understand effective strategies for business memos.
e Write business memos.

Memos

A memo (or memorandum, meaning “reminder”) is normally used for communicating policies, procedures, or related official
business within an organization. It is often written from a one-to-all perspective (like mass communication), broadcasting a
message to an audience, rather than a one-on-one, interpersonal communication. It may also be used to update a team on activities
for a given project, or to inform a specific group within a company of an event, action, or observance.

Memo Purpose

A memo’s purpose is often to inform, but it occasionally includes an element of persuasion or a call to action. All organizations
have informal and formal communication networks. The unofficial, informal communication network within an organization is
often called the grapevine, and it is often characterized by rumor, gossip, and innuendo. On the grapevine, one person may hear that
someone else is going to be laid off and start passing the news around. Rumors change and transform as they are passed from
person to person, and before you know it, the word is that they are shutting down your entire department.

One effective way to address informal, unofficial speculation is to spell out clearly for all employees what is going on with a
particular issue. If budget cuts are a concern, then it may be wise to send a memo explaining the changes that are imminent. If a
company wants employees to take action, they may also issue a memorandum. For example, on February 13, 2009, upper
management at the Panasonic Corporation issued a declaration that all employees should buy at least $1,600 worth of Panasonic
products. The company president noted that if everyone supported the company with purchases, it would benefit all (Lewis, 2009).

While memos do not normally include a call to action that requires personal spending, they often represent the business or
organization’s interests. They may also include statements that align business and employee interest, and underscore common
ground and benefit.

Memo Format

A memo has a header that clearly indicates who sent it and who the intended recipients are. Pay particular attention to the title of
the individual(s) in this section. Date and subject lines are also present, followed by a message that contains a declaration, a
discussion, and a summary.

In a standard writing format, we might expect to see an introduction, a body, and a conclusion. All these are present in a memo, and
each part has a clear purpose. The declaration in the opening uses a declarative sentence to announce the main topic. The
discussion elaborates or lists major points associated with the topic, and the conclusion serves as a summary.

Let’s examine a sample memo.
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To: All Employees

From: Larry Ogawa, President, University of State
Date: February 14, 2009

Subject: Future Expenditure Guidelines

After careful deliberation, | have determined it is necessary to begin the initial steps of a financial
stewardship program that carries UState through what appears to be a two-year cycle of a severe state
shortfall in revenue and subsequent necessary legislative budget reductions.

Beginning February 9, 2009, the following actions are being implemented for the General Fund, Auxiliary
Fund, and Capital Fund in order to address the projected reductions in our state aid for the remainder of
this year 2008-09 and for next year 2009-10.

1. Only purchases needed to operate the university should be made o that we can begin saving to
reduce the impact of 2009-10 budget reductions.

2. Requests for out-of-state travel will require approval from the Executive Committee to ensure that
only necessary institutional travel occurs.

3. Purchases, including in-state travel and budget transfers, will require the appropriate vice president’s
approval.

Please understand that we are taking these prudent steps to create savings that will allow UState to reduce
the impact of projected cuts in expected 2009-10 legislative reductions. Thank you for your cooperation,
and please direct any questions to my office.

Figure 5.2.1
Five Tips for Effective Business Memos

Audience Orientation

Always consider the audience and their needs when preparing a memo. An acronym or abbreviation that is known to management
may not be known by all the employees of the organization, and if the memo is to be posted and distributed within the organization,
the goal is clear and concise communication at all levels with no ambiguity.

Professional, Formal Tone

Memos are often announcements, and the person sending the memo speaks for a part or all of the organization. While it may
contain a request for feedback, the announcement itself is linear, from the organization to the employees. The memo may have
legal standing as it often reflects policies or procedures, and may reference an existing or new policy in the employee manual, for
example.

Subject Emphasis

The subject is normally declared in the subject line and should be clear and concise. If the memo is announcing the observance of a
holiday, for example, the specific holiday should be named in the subject line—for example, use “Thanksgiving weekend schedule”
rather than “holiday observance.”

Direct Format

Some written business communication allows for a choice between direct and indirect formats, but memorandums are always

direct. The purpose is clearly announced.

Objectivity

Memos are a place for just the facts, and should have an objective tone without personal bias, preference, or interest on display.
Avoid subjectivity.
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You farwarded this message on 12/02/2010 10:37,
From: Maria McDowell Sent: Fri12/02/2010 10:37
-l To: Carl Huber
Ca
Subject: Out of Office: 'm gaing ta miss each and everyone of you...

Hello,

I have now left Republic, please contact Chais Gueney or Ben Tilley.
Love youx

Ps.

Thate Carl )
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Figure 5.2.2: The words you choose represent you in your absence. Make sure they clearly communicate your message.
wetwebwork — | probably shouldn’t have called Maria the 4th best PM when she left... — CC BY 2.0.

Key Takeaways

e Memos are brief business documents usually used internally to inform or persuade employees concerning business decisions on
policy, procedure, or actions.

Exercises

1. Find a memo from your work or business, or borrow one from someone you know. Share it with your classmates, observing

confidentiality by blocking out identifying details such as the name of the sender, recipient, and company. Compare and
contrast.

2. Write a memo informing your class that an upcoming holiday will be observed. Post and share with classmates.
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