
Being Clear and Concise

1 Read the first draft of the memo below. Discuss the questions below with a partner.

1. What is the purpose of this memo?

2. Why are the headings incorrect?

3. Where should the main idea of the memo be?

4. Which information does not need to be included?

5. Why is the message not clear to the reader?

2 Think of a possible workplace situation. Prepare an outline of a memo. In point form, state the
purpose of the memo, provide relevant details, and state the required action.

3 Write the first draft. Exchange with a partner for peer editing. Make revisions, proofread and print
the final version of your memo. Discuss with the class.

Memorandum

To: Everybody 

From: Your Manager

Date: June 23, 2010

Subject: Urgent!

It is very important that our company become more eco-friendly and start paying more attention to
recycling. Everybody nowadays is doing what they can to save the environment and we should, too.

I noticed that many of you do not recycle your office waste. I can see scrap paper in regular
garbage bins together with plastic containers and paper coffee cups. Also, many of you do not
dispose of used toner cartridges properly. This really needs to change. It is important to note that
everybody should be responsible for their garbage and dispose of it properly. The blue, grey and
green bins are placed throughout our offices. If you think we need more of them, please let me
know. And remember, toner cartridges are highly toxic—so it is really important that we not put
them into the garbage but drop them off in the designated box next to the photocopier.

Please, let me also remind you that paper should be separated from plastic, glass and cans
and should go into separate blue bins. I hope we can resolve this problem quickly.
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