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o8 Part1 Introduction TEHFE Qo

Memo, short for memorandum, is an official note typically used for commu-
nication within a company. Companies use memos to announce policies, dissemi-
nate information, instruct employees, make a request, or recommend an action.

£ 15 5% (Memorandum,, 455y Memo ) 245 24 7] P HIR AL 145 B 926
PR &R, B EEMTAFREMBOR RAMEE B R T 173
ZORAF

Before writing, consider:

® Who will read the memo;

e Why the memo is being written;

® The tone and language.

Certain words convey the tone of a memo (for example, negative, positive,
conciliatory, friendly, etc. ). In addition, the choice of language depends on the
reader (coworker, superior, or subordinate) and the objective of the memo.
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#iRFE M i (Heading) FMIESC (Body) BSR4 Mo
(1) Fi3m
P B AR 2 Sk RIS SR 20 H I £
(Subject) . FEHLXKAFEA A CFEHIES, ERTRE WA L
EPA F3dm , an T &
To: (Wt A)
From: (&fFN)
Date: ( H#H)
Subject: (F)
“ F U —I0 E BEMEE IESCH PO BAR B ER BRI, B2k
FAAREER AT, RFRAILAAE, EE N0, B 7 T 6 E AR 3
HEBENE—H TR ET R0,
(2)IEX
ESCHR TG KB (RS & B R Z T KA MG OL) (1E 3C(#2H)
B ARER ; RIAYEE , BARF IR IR ) Fgs s (s mislen) o
IHAEER , Bk EARE T

y R
ol
o Memorandum/Memo

To: ( Recipient)

¢ From: (Sender)

Date: (Month/Day/Year)

: Subject: (These words can be bold format)

: First Sentence

: Reason for the memo

Second Sentence — Main Body:
¢ Any instructions or information

. Closing Sentence

* What is required of the reader e. g. confirmation, answers or feedback



Chapter One  Memorandum (Memo)

EN

(1) Wk ARTA % Dr. , Prof. , Mr. , Mrs. SEFRIF, i H 45 WA B9 4 70

sL#f, 0 :George Brown, Personnel Manager,
Q) HEREENEEHE FHERS ; TEERER B,
(3) &R IE U FE S FRIFE ( Salutation ) 545 5 1% ( Complimentary Close) ,
() ARRTHERL, BREEEEEXEES

o8 Part2 Sample &z o

@/ Sample 1: Memo of Announcement

Memo

To: All Employees

From: General Manager

Date: August 22, 2008

Subject: New Recycling Program

Do you know that up to 70% of the trash from an office like ours is paper that can
be recycled? Our recycling efforts are important because our city must meet a
state-mandated goal of recycling 50% of its trash by the end of 2010, otherwise
the fines will be up to $10,000 per day. Since businesses produce over 50% of

the city’s waste, it is critical that we do our share to help meet the recycling

goal. Recycling has an additional benefit of reducing our waste disposal expen-
ses, which helps lower the building’ s operating costs. And of course, recycling
helps preserve natural resources — every ton of paper recycled saves 17 trees!

With this in mind, we are implementing a new recycling program in our offices. I

encourage you to actively participate in our company’ s recycling effort. The en-

closed flyer describes what can be recycled in our paper recycling program. The

custodial staff can collect the office paper from centralized containers located
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throughout the office. In addition, you can call Jean at 023 — 68672369 to obtain
desk-side containers. These containers make it very easy for employees to recycle
paper at their desks.

With everyone’s participation, I am confident that we can contribute to the city’ s
recycling efforts. If you have any questions, please call me at 023 —68671062. Thank

you for your assistance and participation.
St 3K B SRR SH RSB S SIS I SR SR S SR SR SO K S K SR I K K K K 3 oK

Qif Sample 2: Memo of Response to Request

Memo

To: Li Ming, Dean of College of Foreign Languages
From: Jack Victors, Personnel Department

Date; June 16, 2008

Subject: Request for Paid Education Leave

In response to your request for six months of paid education leave to take a degree

in computer science, | have to inform you that we cannot authorize this leave.

While we appreciate your desire to improve yourself, we feel that computer sci-
ence is not directly related to your present position or to the goal of our universi-
ty.

I am aware of your great interest in computer science, and I would like to recom-
mend you to apply for leave without pay, which will be more benefitial to you.
If you need any other information please do not hesitate to keep in touch with me

at any time.
ESE ST S S S S S S S S S S S S S S S S S I S S I S S O I I O
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@;f Sample 3: Memo of Congratulations

Memo

To: Edward Smith
From: Don Rily
Date; May 8, 2007

Subject; Congratulations on Promotion

Heartiest congratulations on your successful election to the office of President of

the Sea Gull Company. Your colleagues have made a wise choice, for if there is a
man with the interests of his profession at heart, it is you. With your brilliant
background and long record of fine achievements, we are sure the company will
achieye a great success.

May you be successful to accomplish your plans with the excellent ideas in your

mind.
E S S S S S S S S S S S S S S S S O O S S S S S S I O I I O O O I

%{ Sample 4: Memo of Proposal

Memo

To: Production Department

From; Marketing Department

Date; April 28, 2007

Subject: The Proposal of Color Bathtubs Production

According to our recent market research, the sales of white bathtubs are decrea-

sing in the local market because more and more color bathtubs from USA, Italy

and some other countries, have entered this market, and have been replacing the

white ones gradually.

Therefore, in order to maintain our share of the market, we propose that color
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bathtubs be manufactured by us. If we have our own products, of course, we will
be in a stronger position because we can save a lot from import expenses.
Moreover, we can get enough pigments in the local market at rather low prices.
We have submitted this proposal to the Management and have got their initial ap-
proval. Thus you are expected to be responsible for a trial production.

We are anticipating the first products so that we may start an ambitious marketing

program on an early date.
S 56 K 6 R K R 3 B K B K I K K SHE SR I K SIS SIS SRR K K K K KK 3K

@f Sample 5: Memo of Asking for Information

Memo

To: Cary Branham, Inventory Supervisor

From: Sue Button, Information Processing Centre Supervisor
Date: November 14, 2007

Subject: Inventory of Film Ribbons

Do you have three dozen Number 877 correctable film ribbons in stock to fit our

Omyden 2000 memory typewriters ( stock number 6678 ) ?

We are trading these typewriters for word processors on December 15 but need
three dozen ribbons in stock to last until that time. Leila Schwartz, Omyden’ s
sales representative, told me that she would accept return of any unused ribbons
toward the purchase of a supply to fit the new models. Since replacement ma-
chines will be selected this week, T will tell you the type and quantity of ribbons
to order for them by Friday.

We appreciate your helping us make this change, Cary.

S 3% ke sk Sk Sk ke ok S Sk ke 3k ke Sk Sk Sk Sk Sk Sk Sk Sk Sk Sk ok ke ok ke Sk Sk ok ke Sk ok
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o8 Part3 Follow-up =y E S

+ b —
1. Detailed explanations % #%

RRE—EEAT-IASMNEER, HFEBNRNIEEEMFEE (in-
formative ) , [FB , PPFF S REUA TS o XFh B AEMF B A9 & 0 SRl e tlid
B, HEOR RN 173 . fEB YRR, AT LUE % LUT PSRl .

(1) What are the important facts or figures I would like to let the readers
know?

(2) What actions should I request the readers to take?

2. Key sentences and phrases &) A #£4%
()Itis @ that we @ to help meet the recycling goal.

OEE[, X8, REMH
RIZR5r T LA T 38 e«

@7 Wt B
SN MR

(2) With this in mind, we are a new recycling program in our offices.
QR M, MIT
W53 7T LA R 3R e

(3)1 encourage you to actively @  our company’s recycling effort.

025,&m
RIRIAY T LA T 34 e .
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i =
1. Detailed explanations % f#%

BERE—EEABEH M, EH — BUHRASE B X &
YR, EMEEE N EERNEERRE— B TR XE—RIERE
HHEGT, RIENE S — B BRI R &R EMFERERY
M 3 B R O F B 5 TR = B Rk
BB Y BRI 45 BT R

2. Key sentences and phrases 4 A AZ44

(1) @  request for six months of paid education leave to take a degree in

computer science, ® wecannot @ this leave.

O FAR--- By, EEAREG -

RRFR 53T LA T 30

QR RIELIFR
RIFR 43T AT 8 o B fht

it
R 43 AT AT 38 e «

(2) @If you need any other information, please do not hesitate to keep in touch




