


 LETTER :

-it’s a written message 

-addressed to a person or organization

 MEMO :

-It’s a document or other communication

-helps the memory by recording events 



 Processes for successful letters and 

memos; 

1- Prewriting

2- Writing

3- Revision               



 Determine your purpose

 Visualize the audience

 Select the medium

 Anticipate the reaction to your message



 Collect relevant information

 Organize into a list

 Compose the first draft

 Use plain English



 Provide clarity and conciseness

 Proofread and make necessary 

corrections

 Evaluate from the reader’s viewpoint



 Clear Content:

-Short paragraphs  and transitional expressions

-Familiar words and active-voice verbs

 Goodwill Tone:

-Frame ideas positively

 Correct Form:

-Appropriate formats





 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

-Summary

-A closing thought





Avoid These  Use These

 I hope

 We trust

 Do not hesitate

 Thank you again

 I’m glad

 I’ll be glad to

 Write me / call me

 You’ve been a big 

help



 http://homepages.wmich.edu/~bowman/gdnews.
html

 http://www.okcareertech.org/cac/pages/acade
mic_integration/BasicBusinessCorrespondenceMe
moLap2.htm

 http://jobsearchtech.about.com/od/letters/l/bl_bl
ock_p.htm

 http://en.wikipedia.org/wiki/Letter_(message)

 http://en.wikipedia.org/wiki/Memorandum

 Gauffey, Rhodes and patricia rogin. Business 
Communication process and product. 3th edition. 
Nelson Education,print.



For  more information on site index, 

http://www.zenome.com/directory/index.php?parentID=007.064.008.010&desc=Routine_and_Positive_Messages

