
HOW TO WRITE A PERSUASIVE MEMO SAMPLE

Sample letters to write a persuasive memo to an employee or colleague.

For example, you can click to specify the sender's name, the recipient's name and the name of people receiving
copies. This is just an informal outline of who the reader is, what you want him to do and why he should do it.
Stating it succinctly helps you get to the point without excessive additional comments. If this bill were to pass,
not only would it be hard on the schools, but it would also inflate each person's taxable income by another five
percent. If not, the order listed above, double-spaced, is the most common. Ask if they would be persuaded to
take action and if not, why. Add notes to the outline where details make sense: Support the blood drive next
Tuesday, September 25, 8 a. Make it specific so that readers can immediately identify the topic. Blood drives
save lives. Ask for Feedback First Before you send the memo, get feedback from others. The next question is
whether or not employees will be able to have non-distracting environments to accomplish their work? Use the
completed memo as a starting point when you write similar documents in the future. Sample technical memo
Other Memo Types Of course, these are not the only types of memos you may need to create. Let us know if
you plan to attend the reception, so that we can provide enough refreshments. We need every employee's
cooperation to make it work. They voted to reject it, and there is little you can do to reverse that decision. The
basic format is the same regardless of the reason the employee is being written. Following a few guidelines
when drafting persuasive memos can help you get the results you want. Does it flow in a methodical manner
or is the information all over the place? And if you are writing to someone outside of your organization, a
business letter is an even better option. A persuasive memo usually takes a few drafts before it is good enough
to be distributed. Let your representative know how you feel today. Click in the text area to remove the sample
text and add your own. A memo to your team is likely to be different in tone from a memo to the board of
directors. Avoid subjectivity. Let today be the day John Doe tastes victory, and we all will enjoy its spoils!
Objectivity Memos are a place for just the facts, and should have an objective tone without personal bias,
preference, or interest on display. However, when not out on audits, I am in the office and have found myself
looking at ways we could also save money for the firm. Date and subject lines are also present, followed by a
message that contains a declaration, a discussion, and a summary. As a concerned friend, I strongly
recommend that you refrain from contacting the directors and discussing the matter any further. Register your
support with the entertainment committee by signing the attached petition. The discussion elaborates or lists
major points associated with the topic, and the conclusion serves as a summary. Memo Writing Tips Follow
key memo writing steps any time you need to create this type of document. They may also include statements
that align business and employee interest, and underscore common ground and benefit. Logical â€” The memo
should be logical and easy to understand. Sentences We all experience satisfaction when we succeed in
resolving or avoiding a conflict. Telework Research Network estimates that between 20 and 30 million people
work from home at least one day a week and 2.


