
 

1. Length: This is one of your formal assignments. You are likely not able to cover everything 

(research and recommendation) in just one page. If you can, it has to be top-notch writing. 

 

2. Follow the A-B-C approach.  

A - Your papers, whether a memo or a report, should use a short introduction to tell your reader 

what you want them to know (A) abstract.  

B - Then follow with the main body content that provides the details (B) body.  

C - Finally, close with the (C) conclusion which restates your main points and provides follow-up 

information (a necessary element to a memo). –you must have a memo conclusion that includes 

follow-up, next steps, contact information. This is standard for a memo. 

3. Use approachable language.  

Concept: It can be tricky to write policy that is both direct and yet personable. Try imagining 

you’re having a conversation with an actual person—telling the policy to them face-to-face. How 

might you word it then? 

Example: “It should be understood that when one begins to work…” – This is written in passive 

voice and in “professional voice.”  

Revision: When Swihart Group Employees begin work, they should understand that…” 

Rationale: This takes out the passive voice and the stiff tone. 

“I have conducted the research you requested and complied some resources to use as we draft 

a mandatory employee privacy and email use policy.” 

For example, this is where connotation makes a difference. Mandatory vs. required vs. 

necessary.  

4. Use parallel construction in lists. 

When using bulleted lists (which are the policy writer’s friend), be sure your construction of 

those lists is parallel, meaning each bullet is mechanically constructed the same way: 

a. All sentences – complete sentences in each bullet 

b. All noun phrases – phrases that are each things 

c. All verb phrases – phrases that each direct the reader and begin with a verb 

Whichever you decide to go with, just be sure all items in the list follow the same structure.  

5. Use active voice instead of passive voice.  



Concept: Passive voice sneaks its way into writing before you know it. Here are some examples: 

Example: 

Passive: Research was conducted to review email policies used in the workplace by other 

employers. 

Revision:  

Active: I conducted research to review how other employers use email policies in the 

workplace…--  

Rationale: Here there is a subject performing the action. In the first, the writer excluded the 

subject, creating passive voice. 

 

6. Use headings and subheadings as content guides. 

Concept: In memos and policies, headings really serve multiple purposes: breaking up content, 

guiding writer, and guiding reader.  

You can use these to break content up into smaller chunks for the reader. 

They can also help guide you in your writing to keep like content together.  

They also help readers choose which sections the reader wants to read. 

But, you need small intros at the top of each section (similar to another Abstract) that helps the 

reader transition to this new section. 

Example: 

“Recommended Policy 

Company resources, such as company computers, software, internet usage, email, 

communication programs, files, and file storage require employees to….” 

Rationale: This example does include headings, but there isn’t any intro to this…it just starts the 

policy. Is this something you wrote? Something you found? Part of a larger policy? The only 

policy needed? We need some clarification for readers. 

7. Know your purpose.  

In this assignment you have multiple purposes:  

● Inform your boss of the research you conducted, and  

● Draft a recommended policy.  



Be sure you have met these two purposes and used headings and subheadings to help you do 

this. 

8. Know your audience. 

In this assignment, keep in mind you have two audiences: your boss and your peers (the 

employees).  

But, not all audiences want all of the information. The research isn’t for the employees. But, the 

policy is at a later stage. Imagine that part of this memo will be copied and pasted into another 

new memo later only for the employees. They aren’t reading it yet, but they will be. 

Be sure your various sections are written to address the appropriate audiences. 

9. Use the standard memo format. 

Keep in mind this is written in the standard memo format.  

● There isn’t a signature line or salutation (Dear ___,).  

● And, you should use the standard heading for the text (see memo examples). All entries 

for each of the four items should be aligned: 

 

To: Mary Smith 

FR: John Doe 

Date: Feb 24 

Subject: Memo Report  

● Single-spaced text.  

● No frames or borders on texts.  

● This is a memo rather than a report.  

● No indentations. 


