LETTERS &
MEMOS

ROUTINE
AND

POSITIVE MESSAGES




DEFINITION

® LETTER :

-it's a written message
-addressed to a person or organization

® MEMO :

-It's a document or other communication




The Three basic writing
process

® Processes for successful letters and
Mmemos:

1- Prewriting

2- Writing
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® Determine your purpose

PROCESS 1 - PREWRITING

® Visualize the audience

® Select the medium
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® Collect relevant information

PROCESS 2 - WRITING

® Organize intfo a lis

® Compose the first draft
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® Provide clarity and conciseness

PROCESS 3 - REVISION

® Proofread and make necessary
corrections

® Evaluate from the reader’s viewpoint




~ CHARACTERISTICS OF GOOD

BUSINESS LETTERS

® Clear Content:
-Short paragraphs and transitional expressions
-Familiar words and active-voice verbs

® Goodwill Tone:
-Frame ideas positively

® Correct Form:
-Appropriate formarts




SAMPLE OF BUSINESS LETTERS

1-1.5"
Margin

T gi=
i rvers
[gt=

1i rvex

1-1.5"
Pilla g i

w
[vowr Mame] - 1 - 1=1.57
[Address] Margin
[Address)
[Fhone]
[ Cate today] -
Re: [To what this ketter refers]

[CERTIFIED MAIL] -
[PER SOMNAL] -

[Recipiants Mane] -
[Company Mame]
[Sddress]

Aftention [Recipient™s Mame] --
Dear [Recipients Mamea]: - &
[SUBJELCT] - a

The mam characteristic of full bock letters is that everything (except -
maybe g preprnied lefterhead) is flush with the left margen. Full Block
letters are a litte more formal than modified block letters

Iif your letter is only one page, type the complmentary close and opticnal
componants as shown below. CTHtherwise, tvpe them on the last page of
wour letier. For the components of continuation pages, clicik on the Enk
below to go to page 2 of this letter.

Sincarely, -4 41
[Ssgnature] -
[rour Marme . Title]

[HHentiScation nitials] -
Enclosures: [Mumb-er] -4

col [Marme For Copy] -
Mame For Copy]

1=-1.5*
Plargin



'STRUCTURE OF MEMOS

® Informative subject line

- Summarize the message
® Opening

-Reveal the main idea immediately
® Body

-Explain and justify the main idea

® Appropriate Closing
-Action information — dates & deadlines

p— (YN Y )(




SAMPLE OF MEMOS

Eesponse
What you want

MEMO standard Memo

Heading
Date: Tune 25,2004 o

(2 spaces)
T All Staft

(£ spaces) state vour point
FROM: Terry Teacher clearly and concisely

(£ spaces)
SUBJECT: MNew Technology /

(2 spaces)
Thiz month’s staff improvement meeting will be held nesxt

Thursday, July 2, at 8 & I in the Main Auditorium. It will

feature Dir. O G Smart. He will speak on the latest technology
and how we can expect it to affect us and our worle

The meeting will count toward your staff development points
that are required for your end of year evaluation,

Please sign up with me before the end of the day on Tuesday of
vou plan to come to the meeting,




Closing statement
DOs AND DON'Ts

Avoid These Use These
® | hope ® I'm glad
® We trust ® I'll be glad to
® Do not hesitate ® Write me / call me
® Thank you again ® You've been a big
help
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