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Chapter One \

Memo Writing

After finishing this chapter, you should be able to:
1) write a memo in correct layout

2) find out the focus of a well-organized memo

3) write a memo with topic well defined and focused

Activity 1 What Is a Memo?

( a general idea about memo; types of memo)

1.1.1 What is a memo?
A memo is the short form of the Latin word memorandum. But today it is employed as a kind

of communication form inside a company or group, in one word, for inner circulation. The fol-

lowing is a sample.

To: Sam: Pergusoon From: Jeff Zhao
Sub: rom booking Date: 12 May, 200-

Samf.
®ls book, a single oom for Mr Yosio HaRasochi in our local four - star hotel from 25 to 27 May be-

fore 4 pm tomomrow. After get the booking confired inform me at once.

(FF8H H T4 4 SET Yosio Hakasochi 44 78 A< # B9 — & 9 B G JE 1T — N8 06], B #A
F5H25 HE27 H, MFiTHEFHEE,ELBIERRE,)

1.1.2 Memo can be typed according to their circulation way. Generally speaking there are four

types of memo;
1) sent to upper management
This type of memo is acting as a report and goes to upper management(j[_# ). For example:
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To: Mr.J.Zhao From: Sami
Sub: Booking done Date: 13 May, 200-

A single room with bath and shower has been reserved for

Mr Yocio Hakasachi at the White Lily Hotel from 25 to

27 May as you have instructed.

(EP—

(BESE/R, CTERH -5 Yosio Hakasochi 564 1T F 45 IS 2 1 86 A% 2 —Ji] | g
BIMS5 25 HF27 H,)

2) sent to divisions affiliated
This kind of memo usually carries instructions from upper management{ 575 F k). For exam-

ple:

ﬁl‘o; all departments’ managers T

From: J. Harrison ( personnel director)

Date: 5, Mar. 200-
An advanced part-time Deutsch course is starting on the 2™ April, from
7:00 pm to 8:30 pm every weekday’s evening( Friday is included) , and
finishing on the 20" April. Textbooks are free but only those who can pass
the test held on the 28" March are eligeable to attend the course.

Please collect the names of the staff in your division who want to take the
course and send the list to Mrs. Hope, the assistant of Personnel manag-
er, by 4 pm Thursday (March 22) as the test can be arranged properly.

CARBEP= RO SR BTSN B 4 A2 ARE4 A20 H, WH—BIR A8 7 05 8 Bt
HHAT. T 3 A 28 HIBATIAR, Ead % 7 W SN . Bk B ek % &R
IV PTRILE R TR RS IEN N E B F A3 A 22 B) TR 4 652 87402 A S8 Mrs,
Hope , LAfEM 15 LI 2844 )



Activity 1 What Is a Memo?

3) sent to all the staff
This kind of memo works, generally speaking, as a notice or bulletin(;@%/1). For example:

To: all staff * t
From: K Geoff from System Control 6 1 e%

Date . June 4, 200-

The Computing Center is to be close from next Monday to Thursday (June 11 to 14)
as a new system is being installed and tested then. We apologize for any trouble that

may occur during the installation.

(I FLRMEH AR EV PO T TRA—-ZRI6 A 11 HE 14 B REINFIL,
LA )

4)sent to colleagues in or outside one’s own department
This type of memo can be regarded as information exchanging( H B{Z K. ).

To: Larry From: Sue
Sub: mix-up in the order No. 372 Date. 6 Apr, 200-

The arrived order No. 372 for the spare parts are in wrong size and can’t be used. We
need the one sized 3 cm but these are of 3.5 cm. I guess there was any mix-up.
Please get these wrong ones replaced before this Thursday otherwise we’ll have to stop

Hares

(RT7 372 SITHERMTHAMA R, ML EE A, FFiTHRE 3om, ik kL
3.5011'10 f&ﬂ‘ﬁﬂ:%’iﬂ T%%o
75 J] DO 2 BT A6 203 30 TF B B A, 75 M T p ks A 7= )

the assembly.

In one word, memo works more than a message carrier, and more than just a reminder. At
certain companies, memo is regarded as a chief medium for inner communication ( though face-to-

face communication should be more encouraged indeed) , that its writing is taken as a way to train

. 3.

FTH G MR DD



Chapter One. Memo Writing ..

the staff. Take P&G for example, its management believes in memo writing can help one think
well and it is not rare that a new promoted manager there usually has been asked to re-write a
memo about 20 times before it is thought Ok. With the trend of SOHO (or MO), memo is

playing a more and more important role.

Activity 2 What a Memo Is Like?

(the ordinary layout of memo; subject line writing practice )

1.2.1 Most companies have specially designed memo paper. Unlike letter paper, a memo paper
of a company is without the headings (that refers to company’s identity, address, telephone, web-
site, etc) , but merely with a printed logo. Memo paper pads are also available in many stationery
“stores. But no matter what sort of memo paper you have, it should present a right layout for memo
writing. '

The right layout of a memo is made of four lines and a body text.

The four lines are To Line (indicating who reads the memo) , From Line ( indicating who
writes the memo) , Subject Line (indicating what the topic is for the memo) and Date Line (in-
dicating when the memo is written). The subject line may be missing in some companies’ memo
paper while in practical a complete subject line can help both the writer and the reader get to the
point,

The body text is the message. As a memo is used for inner communication, it is usually
written in a way not very formal. Some people like to put a signature when ending a memo but it

seems unnecessary as there is a From Line above.

1.2.2 Let’s come back to the Subject Line as it needs more carefully dealing than the other three
lines. From the samples on previous pages you may find that the subject line helps a reader to
know, at the first sight, about what the memo is on. It can’t be too long or too complex, neither
ambiguous. So the writer of a memo should sum up what he/she is writing to fill in the subject
line,

There are four memos and some of them have got subject lines filled. Please try to judge if
the fillings are well presenting the topics and complete the unfilled ones.

Memo A
To. Sally Date: 4 May, 200-
From:. Jim Sub. the meeting

The monthly sales staff meeting is to be held at 9: 30 Thursday (7 May). Mr. Scott is
making a presentation at the meeting. Please sce to that the overhead projector and
transparents are ready in the meeting room before the meeting starts as Mr. Scott

o d -



doesn’t prefer to work with computer.

If you have any problem in your arrangement, pls let me know without hesitation.

(HEASEHPWES A7 BB EEIF, EE Mr. Scott ¥/ER R, HRTRHEANFET
KU TEWUEESEFERNAET R, B Mr. Scot AE KA B RAERR
WEHFHE, F RN SRER.)

Memo B
To: Mr. Braun Date: 3 March
From Jesica Sub: New system is working.

The Training Dept. is collecting the feedback of the operation of the new system.
Pls send them the report on:

1. How long the system has been working in your Dept.

2. What jobs it is used for.

3. How it is working.

The report is expected by 4 pm this Friday(7 March).

(FHVIFRTREENFRENRRMRHE AT ELION

1. BrEERRI 1B RG],

2. BIREMAEE,

3. FRGEEER.

WHERFRCEETARRG A7 B) TF 4 BRAEHIER.)

Memo C
To: J. Fegus Date: 3 April
From: B. Schneider =~ Sub: If the textbook is free for the trainee.

The part time oral English course is starting soon and the list of the trainees has been
collected. Before distributing the textbooks to the trainees, I'd like to check on matter;
if the textbooks are free for the trainees. Please let me know about this as soon as pos-
sible.
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Ok RFEE ERYIR B 24T, BB BNV O WGT. RBREMZAUIHE —FaRB0A . B
BEEAR? HEEZ.)

Memo D
To: Fred Date: May 6
From: _ Peggy Sub.

I’m having a meeting at HQ during Wednesday and Thursday and back to the office on

Friday, so you have to;

1) pick up Ms. H at the airport at 5: 10 pm(her flight number is CJ 473 ) on Thursday,
and take her to the Grand Hotel where a single room has been reserved for her;

2) tell Ms. H that I’'m sorry not to be able to pick her personally as planned, but I am
meeting her in the office at 10: 30 on Friday. '

Thank you a lot.

(A=A R AR RERTE B IR &, AR

D) AT FERENGEE H 2+, BRAKGATN CH73, REXBRETHEE,
FEAR R E AT T — N AR,

2) ¥& H X - RAFRINAR VG B TR Rt i, AR AR 7 EF 10 &
ERDMAELRME,) ‘

What do you think of the above four memos?

The subject of Memo A is not focused on the point, as you may have perceived. It could be
polished as: Get overhead projector and transparents ready for Thursday’s meeting.

The subject of Memo B should have been more close to the point, too. It could be revised
to: Feedback of the new system is required.

How about that of Memo C? Well done, don’t you think so?

What is the subject worked out by you for Memo D? You might have got it done like this;
Receive Ms. H on Thursday. ' '

You may use jaggon or symbols or any illustrations for your subject line fulfilling, but it
should be tied to the topic of the memo and highlight the topic.

Activity 3 How to Write a Memo?

(style of memo; tips for memo writing)

1.3.1 From the samples above we could catch the style of a memo, that is; informal( JE IF

), clear(i&Mf), and brief(f3i%).

As a matter of fact, it’s advisable to keep POSE in mind when dealing with memo writing.
6 -



. Activity 3 How to Write a Memo?

P stands for “positive” ( R 7] §E A IF B #9354 ) , which means a memo should be written in
positive tone as much as possible. For instance, instead of “Don’t be late for the meeting” , one
should write: “Please do be on time”. Or replace “Don’t be careless” with “You will be appreci-
ated for your carefulness”. It isn’t for being dramatic, virtually. Since we send memo for commu-
nication, why could we try to make the other side of the communication feel better or more
pleased? And when one is pleased, he/she will be more cooperative.

O stands for “only” (—3 H5f—Z3 %5 ), which means a memo should be on only one
matter or topic. It’s not wise to try to stuff more than one focuses into one memo. If one really
has got more than one matters to send for, bother himself to write another memo is advisable.

S stands for “short” (4] 7B 7% 7° & £ ), which means a memo should be written with
short sentences and short paragraphs. Long sentences and long paragraphs are apt to cause reader
tired and even depressed. For instance, which of the two sentences would you prefer?

(1) We should take determined effort to respond positively to the need for producing a prac-

tical and visible plan that can bring about absentee reduction and efficiency promotion.

(2) A firm action should be taken, so we can cut down absentee and be more efficient.

No doubt you prefer the second sentence. And so do most people in reading a memo.

E stands for “easy” (473 {4 51 ) , which means easy words are always the first choice in
writing a2 memo. People won’t, generally speaking, like to bother to look up into a dictionary
while working with a memo; on the other hand, the situation is often like this that people are at
work when they read a memo so they are too busy to consult a dictionary or any other sources. So
“chance” may be preferable to “opportunity” , likewise “ thorough” to “exhaustive”.

Task 1
The following sample needs some revising job. Would you like to try the job on it?

To: Mr. R. Harrison Date; 5 April, 200-
From: Tina Sub: The transferring of the Photocopy Room

Owing to the present furnishing projection carried out in the complex, it is of necessity
that the photocopy room be transferred before this Friday. The furnishing is to finish in
four weeks. Please be kind enough to let me know which premises you think to be the
proper temporal location for the photocopy room by 8: 30 tomorrow morning,

We also need some new curtains for the will-be-furnished offices. I'd like to ask you to
get this job arranged — purchasing and installing. Don’t forget to send me a budge of
it before next Wednesday as we can discuss about it at the meeting which is Scheduled

to be held every Wednesday.

ol B E e
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Reference for Task 1
The curtain purchasing and installing has nothing to do with the transferring of

the photocopy room and it should be dealt with in another memo.

The revised one could be like this:

Because the complex is being decorated, the photocopy room needs moving to some other building
before this Friday for a four-week period of time. Please let me know where you think to be a
properly temporal site for it by 8:30 tomorrow morning.
(BTSENARERSITRE, REE AFEAR AEHBT LA 4 EYRETE, ET
B H L7 8 B SRR A B IEAT L AT, )

1.3.2 There are still some tips for memo writing ;

Tips :

<> Set a space line between each paragraph. By doing so your reader can make better
sense about the idea carried in the memo.

<> Put numbers before each matter. By doing so the message can result in better
comprehension.

<> Ask other people to read the memo before it is sent out. If you are not very expe-
rienced in memo matters, do ask some other colleague to read your memo as to
make sure that your message may not cause any misunderstanding.

<> Keep it in an informal tone as it is only travels inside a company. In order to do

SO just try to write as you are talking to someone.

Task 2
Now we can try to write a memo.

Suppose you are to send a memo for the Personnel manager to all staff on the May Day holi-
day, which starts at 4: 30 pm on the 30" April and ends at 9: 00 am on the third May. After finish-
ing your writing, turn to the Reference and read the suggested sample.

Reference for Task 2

The suggested sample .

To: all the staff From: Personnel Manager
Date: April 25 Sub: May Day holiday

The May Day holiday starts at 4: 30 pm on April 30 and ends at 9:00 am on May 3. It will

.8 .



