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Study the following sentences about writing memos principles and decide if they are true or 
false. 
 
 

1. A memo (or memorandum, meaning “reminder”) is normally used for communicating 
policies, procedures, or related official business within an organization. T/F 

2. Memo is often spoken from a one-to-all perspective (like mass communication), 
broadcasting a message to an audience, rather than a one-on-one, interpersonal 
communication. T/F 

3. A memo’s purpose is always to inform, but it occasionally includes an element of 
persuasion or a call to action. T/F 

4. One effective way to address informal, unofficial speculation is to spell out clearly for 
all employees what is going on with a particular issue. T/F 

5. While memos normally include a call to action that requires personal spending, they 
often represent the business or organization’s interests. They may also include 
statements that align business and employee interest, and underscore common ground 
and benefit. T/F 

6. A memo may have a header that clearly indicates who sent it and who the intended 
recipients are. T/F 

7. In a standard writing format, we might expect to see an introduction, a body, and a 
conclusion. T/F 

8. Memos are a place for just the facts, and should have an objective tone without 
personal bias, preference, or interest on display. T/F 

9.  In general, most memos exceed three or four paragraphs. T/F 
10. Memos have a specific format that is very different from a business letter. T/F 
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Answers: 

1. T 
2. F - it is written 
3. F - often 
4. T 
5. F - they don’t include 
6. F - they have to have 
7. T 
8. T 
9. F - they don’t exceed 
10. T 


