


Parts of a Memo Parts of a Memo  

Standard memos are divided into segments to organize the 

information and to help achieve the writer's purpose.  

Heading Segment 

The heading segment follows this general format:  

 

TO: (readers' names and job titles)  

FROM: (your name and job title)  

DATE: (complete and current date)  

SUBJECT: (what the memo is about, highlighted in some way)  

Heading Segment Revised 

The heading segment follows this general format:  

 

TO: (readers' names and job titles)  

CC: (for other individuals who need to be “aware of the communication”) 

FROM: (your name and job title)  

DATE: (complete and current date)  

SUBJECT: (what the memo is about, highlighted in some way) Also referred to as RE: 



Opening Segment  

The purpose of a memo is usually found in the opening paragraph and includes: the purpose of the memo, the con-

text and problem, and the specific assignment or task. Before indulging the reader with details and the context, 

give the reader a brief overview of what the memo will be about. Choosing how specific your introduction will be 

depends on your memo plan style. The more direct the memo plan, the more explicit the introduction should be. 

Including the purpose of the Opening Segment. The purpose of a memo is usually found in the opening paragraph 

and includes: the purpose of the memo, the context and problem, and the specific assignment or task. Before in-

dulging the reader with details and the context, give the reader a brief overview of what the memo will be about. 

Choosing how specific your introduction will be depends on your memo plan style. The more direct the memo plan, 

the more explicit the introduction should be. Including the purpose of the memo will help clarify the reason the 

audience should read this document. The introduction should be brief, and should be approximately the length of a 

short paragraph.  memo will help clarify the reason the audience should read this document. The introduction 

should be brief, and should be approximately the length of a short paragraph.  

Context  

The context is the event, circumstance, or background of the problem you are solving.  

Task Segment  

One essential portion of a memo is the task statement where you should describe what 
you are doing to help solve the problem. If the action was requested, your task may be 
indicated by a sentence opening like,  

"To determine the best method of promoting a better understanding of school procedures ... 






