ENGLISH WRITING SKILLS:

MEMORANDA

Unlike letters, memoranda (or memos, for short) are for internal communication between members of the same organization.  It can be considered the ‘letter’ you send to people with whom you work. 

The main purposes of memos are to:

· Inform

· Request action

1.
Organisation:

A memo may convey a simple idea in one or two sentences, or a complicated idea which has to be broken up into several paragraphs.  A memo with a complicated idea has to be organized in a logical order to achieve clarity.  This means it has an introduction, some body paragraphs and a conclusion.  In memos with a simple idea, just the bare message may be adequate.
Example:


2.
Language:
Since the memo is essentially a letter, the principles of good letter writing apply.  The language should be straightforward and concise.  The following advice may be helpful.

a)
Use the active voice

Instead of:


'Your proposal cannot be accepted'.

write:


'I cannot accept your proposal'.

b)
Use action verbs rather than phrases

Instead of:


'We made a payment of $15,000 to the customer to cover his loss'.

Write:


'We paid $15,000 to the customer to cover his loss'.

c)
Avoid such phrases as 'in view of', 'inspite of', 'in the event of' and so on.

Such phrases can often be replaced by single words like since, although, if and so on.  For example:

Instead of:


'In view of the likelihood that the local market will expand, we should increase our production'.

write:


'Since the local market is likely to expand, we should increase production'.

Exercise 1

Make the following sentences more direct and straightforward so that they can be used in a memo.

1. We have come to the decision that it is not possible for our company to accept the offer.


2. In view of the fact that we will lose a big contract next year, we have to cut expenses.


3. We find the quality of the samples to our satisfaction but the design will have to be changed.


4. Mr Connor has been put in charge of the investigation and he will arrange a full report to be sent to the Committee next month.


5. In the event of a retailer finding our shirts unsatisfactory, our service department should make arrangements for them to be collected and replacements sent without delay.


6. Section Heads will be requested to cut back on expenses which are not necessary in order that we can improve profits.


7. In spite of the fact that we are losing orders to our competitors, we have no intention of lowering our prices.


8. Under no circumstances should employees take up any part-time jobs unless they have obtained permission from the Head of Department.


9. I would like an explanation from the Inventory Department as to why they have placed an order for these out-dated machines.


10. The reason why our sales are going down is that our promotion branch is running short of staff. 

T. S. L. Jewels Co Ltd





MEMORANDUM





To:		Julia Lai


From:	Dominic Seto


Date:	18th April 2002


Subject:	Departmental Monthly Meeting


_______________________________________________________





The meeting will be held as scheduled in Conference Room 3 on the 12th Floor.  Please be prepared to answer questions on your proposal.  
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