SCHOOL OF ACCOUNTANCY
GEORGIA STATE UNIVERSITY

MEMORANDUM

TO:

ACCT 4210 Students
FROM:
Professor Xu
DATE:
Spring 2021
SUBJECT:
Format of Memoranda
Memoranda (hereafter referred to as memos) are a major form of internal communication in most organizations. This document will explain how to write an effective memorandum that conveys your message accurately, concisely, and coherently. It will outline correct memo format and discuss the essential parts of business memoranda. 
CORRECT MEMO FORMAT

Header
Every memo should include a header with the word MEMORANDUM (prominently displayed as shown at the top of this page).  The business or organization's name should precede the header if it is not already present on the letterhead. 

Headings
These four memo headings generally follow the memo header.  However, because several different conventional memo formats are acceptable, some writers may list the headings in a slightly different order. Also, many organizations specify their own in-house memo format.
TO:
Name and title of addressee
FROM:
Your name and title (write your initials next to your name)
DATE:
Date you mailed or submitted memo
SUBJECT:
Purpose of the memo (briefly stated in 4-6 words)
For example,

TO:

Mr. Dan Schaefer

FROM:
Section, Group number, Group member names

DATE:

Spring 2021
SUBJECT:
Recommendation on the Day Care in Public Housing case 

The subject line is a crucial part of the memo. It helps a reader gauge the memo's importance and so may determine whether a busy CEO or manager will read your document. After your correspondent reads the memo, the subject line helps the clerk determine where to file the document.
Typed Format
In general, block format is standard for memos; therefore, writers do not indent the first line of their paragraphs. For typical memos (like this document), writers single space within paragraphs and double space between paragraphs. 
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When a memo exceeds one page, all subsequent pages should begin with the following header:


1) the recipient's name


2) the date


3) the page number


For example:
Mr. Dan Schaefer



November 29, 20XX
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Several different types of subsequent page header are acceptable. Therefore, an individual writer or organization may alter the information contained in the memo’s subsequent page header.  Note: Do not include the memo header on attachments.
MEMO COMPONENTS
Introduction
Depending on their purpose, memos can range from a few lines to four or five pages. Very short memos generally do not require formal introductory and concluding paragraphs. However, most memos assigned in Accountancy classes will be at least one page long. Therefore, unless an instructor specifies otherwise, all memos should include a brief introduction and conclusion. 

Introductions in a business memo usually start with a purpose statement related to the subject line. When your reader is likely to be unfamiliar with the subject or the background of a problem, you should provide an introductory background paragraph (generally appropriate for longer documents). Additionally, the introductory paragraph should outline the memo's main points and reflect the document’s overall organization. 
The type of assignment generally dictates the format of your memo’s introductory paragraph. For example, your introduction for a case analysis should include the following information: a statement of purpose, a list of actions you will take to accomplish your task, and a preview of the recommendations/suggestions you will provide later in the memo. You should not detail your specific recommendations in the introduction; instead, you should indicate that you will provide recommendations to help Manager X or XYZ Company handle some particular concern or resolve some specific problem. Some assignments may require a mathematical solution or justification for your actions rather than a recommendation. In such cases, in place of the recommendations statement, indicate that you will provide the required computations or justification.
Within your introductory paragraph, it is best to maintain a consistent voice. To lend a less formal, more personal tone, use the personal voice (“In this memo, I/we…”). To maintain a more formal tone, use the impersonal voice (“The memo will…”). For most memos assigned in class, the personal, less formal tone is appropriate. If you use the personal voice, you will also find it easier to avoid passive voice because you/your group will serve as the agent so often omitted in passive sentences. 
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Body
The body of the memo should follow the method of organization outlined in the introductory paragraph. The main points in the body should flow logically from one another and should include appropriate transitions and topic sentences. For example, the body of a memo for a case analysis should include one or more paragraphs analyzing the situation or problem. Following the analysis, you should provide one or more paragraphs containing suggestions or recommendations and relate them back to the situation or problem presented in the analysis.
To help readers navigate through your document, you should provide subject headings. Subject headings divide material into manageable segments, call attention to main topics, and signal a shift in topic.  Additionally, subject headings provide several entry points into a memo and allow the reader to skip sections and begin reading sections other than the introduction. In short, their purpose is to help readers locate information quickly.

Conclusion
For most of the memos assigned in your courses, you should only prepare a brief conclusion. For case write-ups, you should provide one or two summary sentences that incorporate your recommendation(s) in a future-oriented way. Example: “If XYZ Company implements my recommendations, its …problems should…” You should also offer the reader your phone number or e-mail so he/she can contact you with questions or request further assistance.
Conclusions for longer documents should provide some combination of summary, action recommendation, and contact information. Longer conclusions should sum up the memo’s main points and explicitly state the reader's next step. As mentioned above, you should also offer the reader your contact information.
Proofreading
Finally, you should proofread all memos before submitting them to your instructors. You should scan your documents for obvious typographical and grammatical errors and revise any sentences that seem unclear, awkward or wordy. Obvious typographical and grammatical errors are inexcusable. They make your document appear sloppy and unprofessional. 
