
  
 

To:   Kogod Students 
 
From:  Kogod Center for Business Communications 
 
Date:   Month/Date/Year 
 
Re:   What’s a Business Memo and How to Write One 

 __________________________________________________________________ 
 
 
This memorandum (memo) provides basic information about how to write and format easy-to-
read memos for classes and jobs. Most of this information also applies to business e-mails. 
 
What’s a Business Memo? 
  

A memo is a professional document that conveys important information in short, summarized 
form. As you write a memo, picture your readers and how they will react to your memo. 
  
Memos are typically internal documents—that is, they are sent within an organization. They are 
used to: (1) ask for information; (2) explain or request some action; and/or (3) report back to 
requests for information or action.  
 
How to Write a Business Memo 
  
Follow the general steps below to write a memo: 
 

1. Begin the memo with the most important or urgent information. Remember to put your 
bottom line on top.  
 

2. Write the memo with just the essential details—such as who, what, when, where, why, 
and how.  
 

3. End the memo by summarizing what action you will take; what action you want your 
readers to take; and/or resources for additional information. 
 

4. Fill in the header (see top of this page). Include who receives the memo; who wrote the 
memo; the date; and a precise, informative subject line after “Re:” (“regarding”).   
 

5. Make your memo "skimmable." Be sure your subject line, bottom line, and any subheads 
or bullets are clear, specific, and re-enforce your major points. 
 

6. Use easy-to-read formatting—such as short sentences and paragraphs, block-style 
paragraphs, headings, bullets or numbering, and graphics, where appropriate.  

 
7. If you are sending the memo to others not for their action, but to keep them informed, put 

a “cc:” and their names after the colon.  (The “cc” stands for the old-fashioned “carbon 
copy.”)  The “cc:” goes at the top of the page under “To.” 

 
8. If you are attaching documents to the memo, skip a few spaces at the end of your 

message and add the word “Attachment” or “Attachments” along the left margin  
(see below). 
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