
A Memo or a Letter?

1 Read the following examples of memos and letters and answer the questions.

1. How are letters and memos similar or different (e.g., format, length, audience)?

2. Give examples of situations when you would send a memo.

3. Give examples of situations when you would send a formal letter. 

Bright Star Lighting Store 
Toronto

November 1, 2010

Linda Powes
345 Brown Street
Unionville, ON L6M3Y6

Dear Ms. Powes,

Thank you for your letter of October 25, 2010.

We are sorry to hear that the lamp you
purchased at our store is defective.
Unfortunately, we no longer carry the model you
are interested in. Therefore, we are not able to
exchange your lamp. Instead, we would like to
offer you a 
store credit towards another purchase.

Please accept our apologies for the
inconvenience. We look forward to doing
business with you again.

Sincerely,

Susan Hallbank

TMJ Company

September 19, 2010

Martin Corbes
131 Glen Crescent
Hamilton, ON L6M 3Y6

Dear Martin Corbes:

Please find enclosed the benefit enrolment
information as per your employment contract
with TMJ Company.

Our records indicate that you are presently
enrolled and continue to qualify for the benefit
plans offered. If you wish to make any changes
to one or all of the plans, please complete the
benefit enrolment form on our company website
(www.hr@tmj.com) by October 15, 2010.

If you have any questions or concerns, please
contact the Benefits Department.

Sincerely,

Doris Grey
Manager, Benefits Department

Memorandum

To: All Staff
From: Dana Smith, Human Resources
Date: 08/1/10
Subject: Golf Tournament

Our annual company golf tournament will take
place this year at Green Hills Golf and Country
Club in Burlington on Friday, August 20, 2010.
We will be sending out a detailed schedule 
next week. 

We hope that once again this fundraiser is a
great success and fun for everyone.

MEMO

TO: All Sales Representatives
FROM: Bill Davies
RE: New Software Training
DATE: Sept/2/10

The new scheduling software has just been
installed and there will be in-house training 
for it. We will offer four sessions: Sept. 14,
Sept. 18, Sept. 21, and Sept. 28. Each session
is from 4 to 6 p.m.

If you would like to register, please complete
the attached form and return it to me before
Monday, Sept. 10.
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