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When using the direct organizational strategy, begin with the main idea of the memo in the first paragraph. 
 

Use the body of the memo to include background information. Use graphic highlighting to break up the message and make it easier to read.

Keep bullet points parallel grammatically and structurally:

· Showing 

· Telling

· Acting

OR
· They will show us.

· We will tell them what we think.

· We will act.

If you have information that is sequential, like steps to be taken, then use a numbered list:

1. Read the information about the various heath plans offered by your employer.
2. Determine which plan best meets the needs of you and your family.

3. Fill out and return the enclosed form to Juanita Smalls in the Human Resources Department to enroll in the plan.

Bold can also be used. Such formatting helps visually define the organization of the document for readers. Bold or italics can also be used to emphasize important information. 
Don’t overdo the formatting of a document by including too many variations. Script fonts are difficult to read. Keep font choices relatively simple and large enough to read; 12 point type is the most common choice.
Sans serif fonts like Ariel are good for headings.

Serif fonts like Times New Roman are good for body text and large chunks of text. The eye naturally flows more easily from one word to the next.

The closing of a memo requests action, gives deadlines, and reiterates important information.
