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You can mention the circumstances or events that have created the situation or the problem. It should be fairly
clear on when and how to write a memo now. If written properly, it will also ensure your audience that the
points and information discussed in the memo are relevant to them and address their needs. The direct
organization strategy presents the purpose of the document in the first paragraph sometimes the first sentence
and provides supporting details in the body. Your audience can quickly know what the memo is about.
However, if a report using memo format stretches to a few pages in length, double spacing may be used to
improve its readability. Online advertisement and promotions will help us reach more population within our
country and convert potential customers into successful orders. However, it will be helpful to have a look at
some successful memos written for different purposes. They spend more hours on the internet surfing various
websites. Memos or memoranda are typically used for fairly short messages of one page or less, but informal
reports of several pages may also employ memo format. It should be used when your audience needs it to be
stored and printed when needed. Attachment if any If your memo contains the information for which your
audience may need to refer to the other documents like graphs, tables, charts, and images, you can include
them as an attachment and mention about it below the closing statement. References to other works should
also be treated as shown in the Unbound Report Example. People are no longer relying on the traditional ways
of shopping and turning towards the online shopping websites and mobile applications. See Unbound Report
Example for sample side and paragraph headings. Many organizations have their own style preferences on
these issues. Use side headings and paragraph headings as needed in your report to label sections of the report
and make it easy to follow. Leave one blank line between the heading words and before the first paragraph. In
both types of organization, action information such as deadlines or contact information or a courteous closing
statement is placed in the last paragraph. Furthermore, the order of the items can vary. Conclusion or summary
A summary is a brief overview and contains key information in the memo.


