Memos

Bowker, COMM 390




Purpose of a Memo

» For distributing information quickly to an internal
audience

» Informal, routine or brief reports

» Sometimes to register a formal opinion, especially if it is
backed up with evidence or runs counter to prevailing

opinion or policy
» Unlike an email, it can be easily saved because it is in
document format

Read text pages 270-271



Distribution

» Is usually but not always internal communication
» Is usually but not always short

» Is usually but not always saved in a document format, not
only distributed within the body of an email

» May be to one person or to the whole staff

memorandum



Structure of Opening

MEMO

To: Your audience, | or more person

From: You and/or your department, include your title
Date: Date of issue

Subject: HIGHLIGHTED IN SOME WAY, descriptive

» For example:

Memeraneaum
To: All Staff

From: Jana Soone,VP Human Resources
Date: April 12 20xI
Subject: New Vacation Policy



MEMO

Content

Can vary, it might be to :

» Provide an incident update or the results of a report,
meeting or action

» Inform of software changes or other factual information

» Propose a new, or change to an existing, policy or
procedure

» Register a formal opinion



Guidelines

» Be as brief as possible but still include all pertinent
information

» Be very direct and use clear language

You don’t want any misunderstandings
» Use bullet points and white space to make it easy to read

» If you want people to do something, identify a clear and
specific call to action

» Be courteous and somewhat formal




Formatting

» Use of headings & subheadings are effective for organizing
information

» Bullet points are useful for important points and lists

» Highlight (e.g. bold or italicize) important details such as
dates or document names

» Hyperlinks to websites or documents are helpful
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Sample

John Smen nterantional [ Phone: (404) §22.0000 Fax: (4

MEMO

From: Abort Jobwrson
Date 19 Nov 09
Re  Your call froen 12122006

Message

Locern prasn dolor <3 arred, cormecivtuey adipeccng ol Sed orsae, ok vlae
commodo graveda, st orcs griveds sugue, ou Bculs guarn hupes viae anfe. Algussm
g, koo sl armed sagiles lommpos, dus Bbeyo ncxhad resd, cu congue dolos e
ulkancorpey urrss Meases ved pede. Donec placerad esd ac pearn Duss pede odo,
ciedond viae, okt eged, consequed of, ande. Maes oo dern, dgressam &,
blaral <d arned, abgued non, peum Phasolus magna. Suspendesse bberdhan
maagres s arned echues moleste facbes. Sed semper biandd tocdoe Flism cursars



COUNTY OF SANTA BARBARA
PLANNING AND DEVELOPMENT

MEMORANDUM
TO: South County Board of Architectural Review (SBAR)
tho - :

FROM: Holly Bradbury, Kssociate Planner, Office of Long Range Planning
CC: Derek Johnson, Director, Office of Long Range Planning

Jeremy Tittle, Executive Staff Assistant
DATE: July 20, 2009
RE: Addendum to June 19, 2009 Draft Summerland Residential Design Guidelines

SBAR Memo

Enclosures:  Attachment 1- Summary of SunPAC Changes to Chapters 4-9
Attachment 2- Draft FAR Worksheet
Attachment 3- Revised Draft LUDC Amendments
Attachment 4- Community Survey Residential Excerpts

Purpose:

The purpose of this memo addendum is to provide the SBAR with information and materials
supplemental to the Summerland Residential Design Guidelines SBAR Memo dated June 19,
2009.

SunPAC Design Guideline Changes:

At the July 1, 2009 SunPAC meeting the committee made minor changes to Chapters 4-9 of the
Residential Design Guidelines. Staff is in the process of incorporating the changes into the
document, which are summarized and included as Attachment 1.

FAR Worksheet:

Please review and provide feedback on the Draft FAR Worksheet included as Attachment 2. We
are in the process of adding examples of completed worksheets to the guidelines and will
eventually have a form available on our website.

Revised Ordinance Changes:

The cumulative maximum square footage of detached accessory structures on lots under 10,000
square feet is limited to 500 square feet as outlined on page 4-11 of the guidelines. This was not
highlighted in the June 19, 2009 SBAR memo and is now included in the Draft LUDC
Amendments (Attachment 3).

Community Survey:
The SunPAC requested a community survey that was completed by residents of Summerland in
January 2008 be included for the SBAR to consider when reviewing the guidelines. The informal

Long Memo
Sample

» Some memos
are quite long,
serving as small
reports, and
carry on over a
number of

pages.



Sample

MEMO

To  Jotn Smdh
From: Aberl Johrrson

Date: 15-Nov-09

Re  Your call froem 1212 2006

Message

Locern paarn dolor sl amed, corsecivhuey adpecng ol Sed orsae, Tk viloe commodo
gk, esd orct grnvads e, cu Bculs queen hapes vilae ande. Algesan cnd volulipd. Pron
Qs sapen nec kol puber placorsd. Morby stgue. Sed fnglia, oo st smed sagllis termpor,
chs Bbeo ot nesd, eu congue doloe ande ulssmcorpes uma. Maures we pede. Dooee placend
ed ac psun Duss pede odo, cledend wioe, incxdund ogel, consoqued of, anfe. Mars koo deam,
digrecan o, blndl < armed, alged non, prarn Pheceius magea. Suspendesse bbendum
e <A arned lechus moleshe facdas. Sed sernper blandd lodor Elsen cursas.



MEMO

Sample

To: John Smith

From: Albertlanssen

Date: 26-04-2011

Re: Yourcall from 12-03-2011
Message

Your message goes here. Your message goes here. Your message goes here. Your message goes
here. Your message goes here. Your message goes here. Your message goes here. Your message
goes here. Your message goes here. Your message goes here. Your message goes here. Your
message goes here. Your message goes here. Your message goes here. Your message goes here.
Your message goes here. Your message goes here. Your message goes here. Your message goes
here. Your message goes here. Your message goes here. Your message goes here
goes here. Your message goes here. Your message goes here. Your message g
message goes here. Your message goes here.

. Your message
oes here. Your

Sample Memo Template
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