El Toro High School   (*1)

(*2)

To: English 1  students

From: Mr. Archer, your fan

Subject: memo overview
Date: 10 September 2009

(*3)

Below is a summary of some information you requested about creating a memo.

(*4)

A memo has five major parts. The part you are reading right now is the body. The body of a memo can be as long or as short as needed to convey intended information. Any required length given for a memo should be carefully observed. The paragraphs in a memo are not like the paragraphs written for an English class. They are paragraphs of convenience, breaking where needed to help convey the information effectively.

The body of all memos is, however, single spaced unless there is significant reason to double space, like between two paragraphs.

When the body of a paragraph is complete, the author finishes the memo with a positive, often summative, closing sentence or two. Memos do not have a closing like a business letter.

(*5)

Perhaps this information and template will provide you great success in writing memos for this class.

(*1) HEADING: centered and names the sender's organization

(*2) ADDRESSING: four lines in this order / note bold for subject

(*3) FIRST LINE SUMMARY: Set off by two lines above and below this sentence (or two) tells what's in the memo and why the information in the memo is being sent

(*4) BODY: like all of the memo the body is SINGLE SPACED, except for spaces between paragraphs or list items

(*5) LAST LINE CLOSING: ends on a positive note, no matter how negative the circumstances, set off by two lines of space after the body.
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