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	January 15, 2004

	To:
	English 314 Students

	From:
	Greg Klotz   GK (hand-write your initials on the printed copy of your memo)

	Subject:
	How to Write and Format Memos


This memo shows how to write memos.  This is the first paragraph; it should never have a heading.  Notice there are two blank lines between this paragraph and the To / From / Subject block above.  Typically, memos are not as long as this one; however, to demonstrate different aspects of memos, I have included all of the information in this one document.  Typically, the beginning of a memo would provide an overview of the entire memo, offering the most important information in an abbreviated format.  Details would be included later in the memo.

The header is the only double-spaced information in a memo (the border should not actually be visible); the body of the memo is single spaced.  One of the most important components of a memo is the subject line.  Be descriptive in your subject line; readers should be able to entirely understand the main purpose of your memo.  Example:  Do not use the subject line "Introductory Memo" as it is not descriptive or unique to your paper; use a subject such as "Relating English 314 to Chemical Engineering" to offer readers immediate insight into the memo topic.

How to Set Up a Memo in Microsoft Word

Using bulleted lists and numbered lists to quickly and concisely show items, steps, benefits, etc. is completely acceptable; in fact, given the nature of memos (brief and direct), these lists can be quite useful and help readers scan information quickly.  The way I find memo To / From / Subject blocks easiest to write is to create a table with these attributes:

1. make a table with two (2) columns and four (4) rows
Table > Insert > Table… > Number of columns: 2 > Number of rows: 4 > Click “OK”
2. turn off the borders and double space the table
(Select the entire table) > Format > Borders and Shading > Borders Tab > None > Click “OK”
(Select the entire table) > Format > Paragraph… > Indents and Spacing > Line spacing: double > Click “OK”
3. select the two cells in the top row of the table and merge them; this will be the line for the date
(Select the two cells) > Table > Merge Cells
4. in the second, third, and fourth rows, insert your To / From / Subject block:

a. in the first column, type your To / From / Subject headings

b. in the second column, type the corresponding recipient, sender, and subject of the memo

5. after you type the headings into the first column, select just these three rows of your table, drag the column divider line to the left so there is no more than a half-inch between the headings and the information
(Select the three rows) > (Click and hold on the divider) > (Drag to the left) > (Release button)
How to Include a Heading in a Memo

If a memo has much information that would be easier browsed by users if broken into different chunks, you can include headings starting after the first paragraph.  Your headings should stand out so they are easily scanned by the reader.  Using bold font is a good option; you may even use a slightly larger font size or a different font face.  Don’t use too many different fonts or font sizes; any variation in font should be for quick and easy readability.  Remember, however, that headings are not actually part of any given paragraph.  Do not use pronouns to refer to information in the headings when beginning paragraphs; state the actual subject of your sentence.

How to Use Spacing in a Memo

Notice the spacing between different lines in this memo.  Before each heading, you want two blank lines; this visually separates the sections from one another and groups the heading with its corresponding paragraph(s).  After each heading, you want a blank line to allow the heading to stand out and to keep the paragraphs and headings from running together and seeming cluttered.  Even the different paragraphs in each section are separated with a blank line in between; since tabs are not used in memos, this extra line becomes the paragraph indicator.

Notice the blank line above this paragraph; it separates these two paragraphs.  Memos still have the thoughts expressed in them organized and separated into paragraphs.  Each section can have more than one paragraph and does not have to have a certain number of paragraphs.  The first section has one paragraph and one list; the second, one paragraph; this section, two paragraphs.

Formatting of Two-or-More-Page Memos

Sometimes you have more information that will fit in a one-page memo.  In this case, you would want to ensure that the subsequent pages of your memo can be identified if separated from the first page.  To do this, you would need to include the following information in a single line at the top of each page of the memo after the first:

· a Brief Subject Line or the Reader's Name at the left edge of the page

· the Page Number centered

· the Date at the right of the page

To insert a header on your subsequent pages:

1. open the header of your document
View > Header and Footer
2. insert the information into the header
Insert AutoText > Author, Page #, Date
3. replace the Author information with either the Subject Line or Reader's Name

4. click the Page Setup icon [image: image1.png]



5. check the box next to "Different first page" and click OK

6. simply leave the header information for the first page blank

Headings and Page-Break Placement

If your memo spans two or more pages, you need to ensure that information is grouped together well across pages.  Headings should not appear by themselves at the bottom of a page; they should always have at least two lines of text below them (before the page break) or should be moved to the beginning of the next page.  The page breaks in this memo are inserted manually rather than automatically to ensure that the information is displayed correctly across pages.  To insert a page break, follow these steps:

1. place the mouse cursor where you want to insert a page break, usually right before your heading

2. open the break types window from the main menu
Insert > Break…
3. click the button next to "Page break" and click OK

Spacing and formatting are usually best done after you have revised and edited your memo.  Once your text is finalized, add the proper spacing to your memo.  If you have a heading that appears at the bottom of a page and does not have enough text with it on that page (at least two lines), add line returns above the heading to more that heading to the next page.  Always start this process at the beginning of your document, as spacing changes on each page will affect the spacing on subsequent pages.

Multiple Levels of Headings

To establish sections of information within major sections, you can also use multiple levels of headings; higher-level headings should be more prominent than lower-level.  The above heading would be considered a first-level heading.

Second-level Headings

Subsections of major topics can use second-level headings to separate different topics within major sections of your document.  Be sure to keep the 2:1 ratio in spacing before and after the heading.  To include a half space after the heading:

1. select the heading after which you want to include spacing

2. open the spacing window for this heading
Format > Paragraph…
3. click the "Indents and Spacing" tab

4. increase the "Spacing" "After:" to ½ your font size (this will create ½ a vertical space)

Third-level Headings.  When you have multiple topics within a subsection of a major topic, you can use third level headings to label this information.  Note that the heading begins the paragraph; there is no vertical spacing after the heading.

