BTT – MEMORANDUM VS. LETTER
	Memorandum
	Letter



	· Used when sending correspondence within an organization.  Not sent to anyone outside an organization
· Informal way to send someone information

· worker to worker
	· Formal way to send or request information from an organization
· Personal business letter format is used by individuals who need to correspond with a business or organization
· Business letters on letterhead are used when a business corresponds with an individual or another business


	MEMORANDUM

(use a tab here to align)                                        ts

TO:

Mr. P. Singh, Communications Supervisor
ds
FROM:
Ms. S. Plumb, Operations Manager
ds
DATE:
March 11, 2006
ds
SUBJECT:
NEW EQUIPMENT

ts
1. Please note that the new computers have arrived in the purchasing department.  Please make arrangements to distribute them to the appropriate departments.

2. I will contact Mahhum Khan, Training Supervisor, regarding the schedule for company workshops.  Attached is a copy if the dates previously decided.

3. Thank you for your assistance in this transition period.   (ts before the typist’s initials)
ts
                              (typist’s initials in lower case)
sp
ds
Attachment




Memorandum Setup

- Use Block Caps on Title and side headings (can use a larger font on the main heading).  
- TS after heading.
-Use tab key for alignment of the to, from, date, subject details.
-TS after the subject and after the body of the memo.
-SS paragraphs

-DS between paragraphs

-Place your initials at the end (person who typed the memo) in lower case>
-“Attachment” is used if something is going with the memo.
Personal Business Letter (using full block style)
-from a person to a business

-cover letter for a resume, complaint, compliment, inquire, etc.

	
24-843 Guilding Avenue

Toronto, ON  M5V 2X1

March 11, 2006

Mr. Danish Persaud

Manager

Pizza Pizza

241 King Street West

Toronto, ON  M1S 5T4


Dear Mr. Persaud:                     
I recently heard about the sale you will be having at your location.  I am interested in purchasing used store fixtures because I am opening my own business.

Please inform me as to the date and time of this sale.  You can reach me at 416-893-2212 or by mail at the new business location:


Fresh Bagels


876 Bayview Avenue


Toronto, ON  M8H 1G3

Thank you for your co-operation.  I look forward to hearing from you soon.


Sincerely,


Steve Summit              



Letter Format

· return address is often starts 2” from the top of the page.  Use your status bar to check.  Use judgment based on length of letter.  A longer one page letter can start at  the 1 or 1 ½” mark on status line.
· DS before the date

· 4-6 returns after the date

· DS after the inside address and DS after the salutation

· DS between paragraphs and SS the paragraphs
· DS between the body of the letter and the complimentary close

· 4 – 6 returns between the complimentary close and the signature line
The return address starts at the  2” mark (use your status bar to check) for an average letter.


The apartment number is listed before the civic number for the road/street.  Alternatively the apartment/unit number can be listed at the end of the line (e.g. 843 Guilding Avenue, Apt. 24).  Leave two spaces between the province and postal code.





         Inside Address





   Salutation





        Complimentary Close








        Signature Line





 Body of Letter








