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APA style recommends using active voice when communicating these ideas. Go directly to the point- after
deciding on what you are going to write on, you should avoid the salutations available in other letter writing
formats. Make it easy and fast to read. Emailing a Memo Email is easy and is great for informal
communication - reminders about lunch parties or missing cell phones. Pay particular attention to the title of
the individual s in this section. Discussion part This part is the longest part and contains the detailed
information on the subject. It should be used when your audience needs it to be stored and printed when
needed. The unofficial, informal communication network within an organization is often called the grapevine ,
and it is often characterized by rumour, gossip, and innuendo. You also get to know the right tone to use for
your memo. Following are the most popular sites among them. You are supposed to use persuasive language
to win the heart of your recipients. Subject: Promotions in Different Departments. Below are some of the
memo types that you can come across: Request memo- in this type of memo you will be trying to get a favor
from a certain person or group of people. Notwithstanding any other provision of this or any other university
publication, the university reserves the right to make changes in tuition, fees and other charges at any time
such changes are deemed necessary by the university and the USM Board of Regents. The tone is usually very
important in memo writing because it will determine the attitude that the recipients will have towards your
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. Explain to your audience the sole reason that led to
coming up with that decision or what motivate you to that step. They may be changed, or other charges may
be included, as a result of the Board of Regents decisions. Below is a memo sample that should act to guide
you on how to plan your work and keep to the right format. You should keep your memo as short as possible
by avoiding more stories in the body paragraphs. If written properly, it will also ensure your audience that the
points and information discussed in the memo are relevant to them and address their needs.


