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MEMORANDUM
To: All departments’ employees
From: Project Manager
Date: June 13, 2018
Re: COMMUNICATION GUIDELINES FOR MEMO
The communication is audience-centered, and the organization of the work should have a clear purpose to help connect with the audience who need to learn, act and know the information to be communicated. The active voice should be used in the communication over the passive voice. Hence, the communication should ensure the sentences have action verb, for example, "John is doing laundry" instead of "laundry is done by John." In the communication with the other employee's questions about the project, they should be precise and direct to the point and schedule a meeting the discussion should be accurate and use simple language to be understood by everyone. The sharing of new policies an employee should communicate clear points to other employees instead of outlining vague points (Zhu, 2004).
Memo format
When composing an email, the subject should be short, direct to the point and simple to understand for the client to know what you are communicating and get the feedback quickly. The theme of the email should encapsulate the information contained in the body such that the client has an idea of what the email is addressing by reading the subject alone. The memo should be formatted with the name "MEMORANDUM" on the front page, address the recipient appropriately and add the other recipients in the "CC" line also including the date. The headings should be formatted appropriately, and the first paragraph should contain the introduction whereas the body should entail the background information on the subject and the supporting evidence.
The conclusion of a memo should be the helpful summary which relates to why you think the decision addressed is for the best. The documents can be attached either at the body of memo or end to encourage further communication with the recipient and also to prevent the memo from ending up in a ‘spam’ folder. The heading should comprise of the reader’s name, list of other receiving copies, your name, date and the subject of the memo.
Date format and use of abbreviations
The date should be formatted as month day, year for example (June 13, 2018) in a business memo and the use of acronyms should be only used for the standard terms but the complicated names should be written in full to ensure the memo is simple to understand and the recipient is not straining to read and understand. The abbreviations and short form references to people and organizations are acceptable (Wardrope, 2002).
Good/ Bad news and style of writing
When faced in a situation where you have to deliver both bad and good news in the same memo you should start to address the good news to make the memo look appealing. The format should encourage the client to read the entire memo and put the bad news at the end of the memo will cause the client to read the whole memo and get the required information. The standard font style and size is New Times Roman size 12 to write a memorandum which is essential in creating uniformity, and the general layout should entail the heading, body and appealing conclusion with the inclusion of other recipients in the ‘CC' section.
Therefore, the memos should be written as per to the stipulated guidelines to ensure they are simple to read and understand. The proper formatting and addressing of the recipient will also provide quick feedback on the memo. The use of the active voice over the passive voice will also help the reader of the memo to get precise information entailed in the note. I, therefore, encourage all the employees to adhere to the stipulated guidelines in formatting and writing of the notices.
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