Intro to Memos
Course: Business Communications
Time Duration: 2 hours 
Overview: These activities are intended to introduce students to proper formatting of memos.
Materials: Memo, Memo Formatting Guides Worksheet, Type of Johnson Memo, Stevens Memo, and Writing Memos: Put it into Practice 
Activities and Procedures: 
1. Read the Memo Guides worksheet, including the memo, thoroughly and find the answers to fill in the blanks in the document. 
2. Then type the Johnson Memo from the Memo Guides worksheet as shown.
3. After typing the Johnson Memo, type the Stevens Memo in the book. 

4. After completion of the two practice assignments, the Johnson and Stevens Memo, students will complete one free form memo from the Writing Memos: Putting It in Practice page.  
a. Review How to Write a memo below:
b. Pick one of the scenarios from the last page.  Follow the directions on that page by selecting a memo Topic and writing a memo responding to the scenario using the guidelines below for a subject, opening, body, and closing to your memo.

How to Write a Memo

1. Subject Line clearly catches their attention – What your message is about
2. Opening - Since this is a friendly reminder, it's a good idea to start the message on a positive note. This keeps your message from seeming too harsh. If you can't think of anything specific, state something friendly like "I hope you are doing well."
3. Body of the Message - This is where you need to communicate the purpose of the message. Think carefully about what you want to say here. Be as clear as possible. Explain exactly what is overdue or what needs to be addressed (work, behavior, timeliness, etc.).  Explain the impact, the effect, or the results of not doing or doing the behavior
4. Closing:  Call to Action - Finally, tell the message recipient what you'd like them to do. Usually, this is a request for them to perform a desired action—It's also a good idea to offer help, such as an offer to answer questions
