27 August 2004

PAUL HILL

ACCOUNTING DEPARTMENT

The Modern Simplified Memo Style
Your request for a model of our simplified memo style is an indication of your progressive management style, Paul.  You are welcome to make copies for your training classes. Points to note about the format are the following:

1
Order of Document Parts—is identical to that of a letter for consistency.

2
Omission of TO, FROM, DATE, and SUBJECT—saves keystroking and either tabulating or aligning text with printed memo head.

3
Format of Document Parts—is identical to that of our simplified letter for consistency.

4
Department Name—is used when writing to another department but is omitted in correspondence within a department.

5
Name of Addressee in Body—adds a friendly tone as though talking with the individual in person. In a memo that is addressed to a group or to several individuals, direct address in the body is omitted.

6
Title of Addressee and of Writer—are omitted for informal writing but are used for formal writing (such as to upper management).

Sharing this memo format with you, Paul, is a pleasure. Best wishes for many productive and enjoyable training programs.

Mona Casady, Ext 6-4340

Management Department
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