WriteSmart Model Bank

Memo

A memo is a concise way to communicate information without the formality of a business letter. All memos have the headers you see here. The information in the memo should be brief and clear.

PetPlace

To:
Mr. Tieman, supervisor

From:
Jill Winer

Subject:
My work hours

Date:
April 8, 2008

As we agreed, I am writing this memo to confirm my new work hours. I will be working at PetPlace the following hours each week:

Wednesdays:  4:00 – 5:30 p.m.
Fridays:  4:00 – 6:30 p.m.

Saturdays: 10:00 a.m. – 5:00 p.m.
