From: Sean Gallagher             Cell: 514-911-2343            hemanbiatchslap@hotmail.com
To: Jean Pierre

Subject: Homework

Ref:  A. Memo to you dated:  September 2, 2003

         B. Memo to your parents dated September 15, 2003

Dear Jean Pierre;


This Memo has a font size of 14 font and a line spacing at 1.0 lines except for the spacing before “This Memo”. Each line as set at a font size of 14. The top and bottom margins are at 1.6 cm and the left and right margins are at 2 cm. All else remains at default.


This is an example of a memo written from me to another person. A memo is usually reserved as an informal method of written communication within an organization where all the usual formalities are not required. I now will mention the special characteristics of this memo in paragraph form.


The first block on the top left is the sender’s name or ID block, which might include, the sender’s Cell Number and/or e-mail.


The next block down is the receiver’s name or to whom you are sending the letter. It may include the Fax Number or email if the letter is being sent via fax or computer.


The line after the receiver’s block is the Subject line. That is usually not optional in a memo, it is usually completed. This line summarizes the content of the memo.


The line with Ref: on it refers to the word References which, would list any past letters, memos, conversations, telephone conversations, faxes, publications, emails or any type of reference or communication dealing with that specific topic.


A memo always begins with an informal Salutation usually only referring to the first name of the receiver, followed by a semicolon. The memo is then written using paragraphs and indents for each paragraph.


The memo usually ends with either “Yours” or just the first name of the sender at the bottom left, with an area called the signature block. The person signs or initials above the printed full name.


By the way you did not turn in your homework on September 1st, 2003 and I informed you on the 2nd to get it in which you did not do. I subsequently wrote you a memo as shown in reference A. and then sent a memo to your parents who work in the Library to inform them of what had occurred. (See Reference B.)

Yours

Sean Gallagher, C41

