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MEMOS 

A ____________________is a form of communication used within an 
office, business, or organization 

• Since the advent of email, formal memos have almost 
become obsolete; however, they are used for 
interoffice communication that deals with 
_________________________________________, 
such as a policy notice or a change in office 
procedures.  Emails, on the other hand, are considered 
temporary communication. 

• May be sent as a hard copy, as an email, or as an email 
___________________________________ 

1. Margins 

a. If keyed on letterhead stationery, allow .5 inches between 
the letterhead and the ________________________ of the 
memo  

b. In general, format the margins so that the memo has a 
uniform amount of white space at each margin and is 
slightly oriented to the top or centered 

2. Components: 

a. Date  

i. May be keyed first either at center point or at the 
left margin 

ii. Spell the_______________________ – April 30, 
2010, not 4/30/2010 

b. Headings  

i. TO – addressee(s) 

ii. FROM – senders 

iii. DATE – if not keyed at the beginning 

iv. SUBJECT – brief summary of memo content 

c. Body – message 

d. Writer’s name and signature (optional) 

i. Used to authenticate the memo  

ii. OR Author may authenticate by writing his/her 
__________________________ beside his/her 
name in the headings section 

e. Special notations (optional) – such as 
_________________or _________________notation 
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3. Guidelines for keying 

a. The basic headings:  TO, FROM, and, SUBJECT or RE, 
are most often keyed in ______________ and 
_______________ 

b. The information to the right of each heading is vertically 
aligned (usually one or two tabs after each heading)   

c. When addressed to more than two or three recipients (or 
from multiple authors), vertically align each name; 
otherwise, separate each name by a comma and fit on one 
line   

d. Body begins a double space below the last heading   

e. The writer’s name or initials may be keyed a double space 
below the last line of the body (optional)  

f. Paragraphs are _______________spaced with a 
__________________space between   

g. Paragraphs may be ________________or indented 

 


