INDEPENDENT MEMORANDUM PRACTICE

TASK ONE:  Create a Simplified Memo

Send the memorandum to Tasha Marston from ROBIN DENNIS, BUSINESS TEACHER. The subject of the memorandum is SIMPLIFIED MEMO FORMAT. Use the current date; include typist’s reference initials along with an attachment notation.  Save as simplified1.doc, print final copy, and hand in at a later time.
Simplified memo format is very similar to simplified letter format except that it is usually internally and therefore does not require an inside address.  Simplified memo format is particularly useful when memo forms are not available because the memo can be printed on stationery or on plain paper.

As you compare this memo to the traditional memo that is attached, you will notice that the same information is contained on both documents.  The information is just positioned differently, and the headings are not keyed.  A traditional memo uses headings to indicate whom the memo is addressed to and whom it is from, the date, and the subject.  All of these elements are contained in the simplified memo.

Reference initials, enclosure or attachment notations, and copy notations are handled in the same way that they are handled on letters and traditional memos.
TASK TWO:  Create a Traditional (Standard) Memo

Send the memorandum to Tasha Marston from Robin Dennis. The subject of the memorandum is Traditional Memo Format.  Use the current date; include typist’s reference initials. Save as traditional1.doc, print final copy, and hand in at a later time.
_______________________________________________________________________
Traditionally, memos were prepared on typewriters using forms with the heading preprinted.  Preprinted forms are generally not used for memos prepared using word processing software because of the difficulty of filling in forms.  Therefore, simplified memos provide an easy alternative to using preprinted forms or to keying headings on plain paper.
Today, however, sophisticated word processing software packages make it easy to key a memo heading once and store it as a macro.  Then, the heading can be retrieved and used whenever memos are prepared.

Both styles are effective and easy to prepare.  Personal preference normally determines which style is used.  Some individuals prefer that memos have an appearance of a letter; therefore, they are use the traditional format and print the heading at the same time the memo is printed.

Some organizations print memos on regular letterhead paper; others prefer to use a heading that contains only the organization name and logo.  Organizations still use plain paper for all internal documents.
CORRECT SIMPLIFIED MEMORANDUM

September 13, 2005

Tasha Marston

SIMPLIFIED MEMO FORMAT
Simplified memo format is very similar to simplified letter format except that it is usually internally and therefore does not require an inside address.  Simplified memo format is particularly useful when memo forms are not available because the memo can be printed on stationery or on plain paper.

As you compare this memo to the traditional memo that is attached, you will notice that the same information is contained on both documents.  The information is just positioned differently, and the headings are not keyed.  A traditional memo uses headings to indicate whom the memo is addressed to and whom it is from, the date, and the subject.  All of these elements are contained in the simplified memo.

Reference initials, enclosure or attachment notations, and copy notations are handled in the same way that they are handled on letters and traditional memos.

ROBIN DENNIS, BUSINESS TEACHER
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Attachment

CORRECT TRADITIONAL MEMORANDUM
TO:

Tasha Marston

FROM:
Robin Dennis

DATE:
September 13, 2005

SUBJECT:
Traditional Memo Format

Traditionally, memos were prepared on typewriters using forms with the heading preprinted.  Preprinted forms are generally not used for memos prepared using word processing software because of the difficulty of filling in forms.  Therefore, simplified memos provide an easy alternative to using preprinted forms or to keying headings on plain paper.

Today, however, sophisticated word processing software packages make it easy to key a memo heading once and store it as a macro.  Then, the heading can be retrieved and used whenever memos are prepared.

Both styles are effective and easy to prepare.  Personal preference normally determines which style is used.  Some individuals prefer that memos have an appearance of a letter; therefore, they are use the traditional format and print the heading at the same time the memo is printed.

Some organizations print memos on regular letterhead paper; others prefer to use a heading that contains only the organization name and logo.  Organizations still use plain paper for all internal documents.
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