
Memos

Memos are a form of internal business correspondence and are used to communicate anything from routine
information to proposals and reports. They are often only a few paragraphs in length, but can be much longer
depending on their purpose. Some typical uses of memos are:

• to inform staff about new or changed policies, procedures, organizational details

• to announce meetings and events

• to present decisions, directives, proposals or briefings

• to transmit internal documents 

• to report on work-related activities

1 Discuss the following questions in small groups.

1. How would you describe the tone of the message? 

2. How would you feel if you received a memo like this in your workplace?

3. How do you think an opening sentence stating the purpose of the memo could change its tone?
Write your own example of an opening statement. 

2� Search the Internet for tips on how to write effective memos. Use those tips to evaluate the memo above. 

Possible search terms: Tips for effective memos

Memorandum

To: All staff Re: Company policy

Internet usage

1. The Internet should be used for work-related purposes only. During work hours, use of the Internet for personal
activities is unacceptable. Personal use of the Internet during break times is permitted, provided that it does not
interfere with the duties of employees.

2. The Internet cannot be used to visit websites containing offensive or inappropriate material such as pornography
or information relating to criminal activities.

3. The company reserves the right to monitor server logs of websites accessed by employees.

Email usage

1. Email should be used for work-related purposes only. Personal use of email during break times is permitted,
provided that it does not interfere with the duties of employees.

2. Company email cannot be used to exchange proprietary information or any other confidential information about the
company unless authorized by management. 

3. Employees may not create or exchange messages that are offensive, threatening or obscene in nature. This
includes chain letters or other unsolicited messages.

This policy applies to all full- and part-time staff working for PPG Inc. Failure to comply with the above noted policy
may result in disciplinary action and/or immediate dismissal.
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