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Effective communication is the cornerstone of professional success,
especially in today's digital age where email and memos serve as primary
tools for conveying information. Before hitting the send button, it is
crucial to carefully prepare your message, ensuring it is clear, appropriate,
and tailored to the audience. The first step in this process is selecting the
proper communication method—deciding whether an email, memo, or another form
of message is most suitable for the situation. This article provides a
comprehensive guide on how to prepare e-mail messages and memos, emphasizing
the importance of choosing the right communication method before drafting
your message.

---

Understanding the Importance of Proper
Communication Selection

Choosing the appropriate communication method is fundamental to effective
message delivery. Different messages require different channels based on
their purpose, urgency, confidentiality, and audience.

Why Proper Communication Choice Matters

Clarity and Effectiveness: The right channel ensures your message is
understood as intended.

Efficiency: It saves time by delivering the message through the most
direct and appropriate means.

Professional Image: Proper communication demonstrates professionalism
and respect for the recipient's time and needs.

Confidentiality: Sensitive information can be protected when
communicated via secure channels.

Record Keeping: Some communication forms, like memos, provide documented



proof of correspondence.

---

Factors to Consider When Choosing the Proper
Communication Method

Selecting the right method involves evaluating several factors to determine
what best suits your message and recipient.

1. Purpose of the Message

Identify what you want to achieve with your communication:

Providing information

Requesting action or feedback

Delivering bad news or sensitive content

Confirming agreements or decisions

2. Urgency and Timeliness

Assess how quickly the message needs to be delivered:

Immediate responses: Instant messaging or phone calls

Moderate urgency: Emails or memos

Non-urgent: Formal letters or newsletters

3. Audience and Relationship

Understand who the recipient is and your relationship with them:



Internal team members: Emails or memos

External clients or partners: Formal letters or emails

High-level executives: Formal memos or scheduled meetings

4. Confidentiality and Sensitivity

Determine the privacy needs of your message:

High confidentiality: Secure emails or encrypted messages

Less sensitive: General emails or memos

5. Formality Level

Decide on the tone and formality based on context:

Formal: Memos, official letters

Informal: Quick emails or instant messages

---

Choosing Between E-mail and Memos

While both emails and memos are written communication tools, they serve
different purposes and are suited to different scenarios.

When to Use E-mails

For quick, informal, or routine communication

When immediate response is needed

For external communication with clients or vendors



When attaching files or links for easy access

When to Use Memos

For official internal communication within an organization

To communicate policies, procedures, or announcements

When a formal record of communication is necessary

For messages that require a structured format

---

Preparing Effective E-mail Messages

Once you've identified that email is the appropriate communication method,
the next step is crafting a well-structured message.

1. Start with a Clear Subject Line

The subject line should succinctly summarize the email's purpose, enabling
recipients to understand the importance at a glance. Examples include:

"Meeting Reminder: Project Update on September 15"

"Request for Budget Approval"

"Follow-Up on Client Feedback"

2. Use a Proper Salutation

Address the recipient appropriately, considering your relationship and the
formality level. Common options include:

"Dear Mr. Smith,"



"Hello Jane,"

"Hi Team,"

3. Write a Clear and Concise Body

The main content should be structured logically:

Introduction: State the purpose of the email.1.

Details: Provide necessary information, context, and specifics.2.

Action Items: Clearly specify what you want the recipient to do,3.
including deadlines if applicable.

Closing: Summarize if necessary and offer assistance or next steps.4.

4. Maintain a Professional Tone

Use polite language, avoid slang, and ensure the tone matches the
relationship and subject matter. Be respectful and positive, even when
addressing issues or complaints.

5. End with an Appropriate Closing

Common closings include:

"Best regards,"

"Sincerely,"

"Thank you,"

6. Include a Signature

Provide your full name, position, contact information, and any relevant links
or disclaimers.



7. Proofread Before Sending

Check for grammatical errors, typos, and clarity. Confirm that all
attachments are included and that the recipient's email address is correct.

---

Preparing Effective Memos

Memos are typically more formal and structured, often used for internal
communication within organizations.

1. Use a Clear Memo Header

Include essential information at the top:

To: Recipient(s)

From: Your name and title

Date: Sending date

Subject: Concise topic of the memo

2. Write a Clear Purpose Statement

Begin with a brief paragraph explaining the reason for the memo.

3. Organize Content Logically

Use headings, bullet points, or numbered lists to make information accessible
and easy to scan.

4. Be Formal and Direct

Maintain a professional tone, avoid unnecessary jargon, and focus on clarity.



5. Conclude with Action Steps or Recommendations

Specify any required actions, deadlines, or follow-up steps.

6. Proofread and Format Properly

Ensure consistency in font, spacing, and layout. Correct any errors before
distribution.

---

Additional Tips for Effective Preparation of E-
mails and Memos

1. Know Your Audience

Tailor your language, tone, and detail level to suit the recipient’s
knowledge and relationship with you.

2. Be Concise and Focused

Avoid unnecessary information. Respect the recipient’s time by getting
straight to the point.

3. Use Active Voice

Active voice makes your message clearer and more engaging.

4. Include Visual Aids When Appropriate

Charts, tables, or bullet points can enhance understanding, especially for
complex information.



5. Follow Organizational Policies

Adhere to your company's standards and templates for memos and email formats.

6. Maintain Confidentiality and Security

Be cautious with sensitive information; use encryption or secure channels
when necessary.

---

Conclusion

Effective communication begins with choosing the proper method to convey your
message. Whether drafting an email or a memo, understanding the purpose,
audience, urgency, and confidentiality needs is essential to selecting the
best communication channel. Proper preparation involves clear structuring,
professional tone, and careful proofreading to ensure your message is
understood and achieves its intended outcome. By

Frequently Asked Questions

What are the key steps to prepare an effective email
message before sending?
Key steps include defining the purpose, drafting a clear and concise message,
choosing an appropriate subject line, reviewing for clarity and tone,
attaching necessary documents, and proofreading for errors.

How do you determine the proper communication method
before sending an email or memo?
Assess the urgency, formality, and sensitivity of the message, as well as the
recipient's preferences and the nature of the information, to choose the most
suitable communication method—email, memo, phone call, or face-to-face
meeting.

What are best practices for writing professional
email messages?
Best practices include using a clear subject line, addressing the recipient



appropriately, being concise and focused, maintaining a professional tone,
including a call to action if needed, and proofreading before sending.

Why is it important to review and proofread your
message before sending?
Reviewing and proofreading help prevent errors, ensure clarity and
professionalism, avoid misunderstandings, and maintain a positive impression
with the recipient.

How can memos be effectively prepared to ensure
clear communication within an organization?
Memos should be formatted formally, include a clear heading with date, to,
from, subject, and date, present information in a logical order, be concise,
and focus on the main message without unnecessary details.

What role does choosing the proper communication
method play in professional correspondence?
Choosing the proper communication method ensures the message is delivered
efficiently, maintains professionalism, respects the recipient's preferences,
and increases the likelihood of the message being understood and acted upon
appropriately.

Additional Resources
Preparation

Effective communication is the cornerstone of professional success. Before
hitting the send button on an email or memo, it’s vital to ensure that the
message you craft is appropriate for the situation, clear in its intent, and
respectful of your recipient’s time and attention. Proper preparation not
only enhances clarity but also reduces misunderstandings, fosters positive
relationships, and projects professionalism. This comprehensive guide
explores the essential steps and considerations involved in preparing email
messages and memos before dispatching them.

---

Understanding the Importance of Proper
Communication

Before diving into the mechanics of writing emails and memos, it’s crucial to
recognize why choosing the proper communication method and style is



fundamental.

- Purpose clarity: Different messages require different tones, levels of
formality, and formats.
- Audience awareness: Tailoring your message based on the recipient’s role,
familiarity, and communication preferences increases effectiveness.
- Professionalism: Properly prepared messages showcase your professionalism
and respect for the recipient.
- Efficiency: Clear, well-prepared messages reduce the need for follow-up
clarifications, saving time for both parties.
- Recordkeeping: Memos and emails serve as official records of communication,
so their accuracy and appropriateness are paramount.

---

Step 1: Clarify Your Communication Objective

Before composing any message, identify exactly what you aim to achieve. This
clarity guides tone, content, and structure.

- Define the goal: Are you informing, requesting action, providing
instructions, or confirming details?
- Determine the desired outcome: Do you want the recipient to reply, take
specific action, or simply acknowledge receipt?
- Keep the purpose focused: Avoid mixing multiple objectives in a single
message to prevent confusion.

Example:
If the goal is to request a report submission, your message should clearly
specify what report, the deadline, and any relevant details.

---

Step 2: Know Your Audience

Understanding your recipient’s background, role, and preferences influences
how you craft your message.

- Professional relationship: Is this a formal supervisor, a peer, or a
subordinate?
- Familiarity: Have you communicated with this person before? Are there
established communication norms?
- Language and tone: Use formal language for superiors and external contacts;
adopt a more casual tone with close colleagues if appropriate.
- Cultural considerations: Be mindful of cultural sensitivities, especially
in international communications.



Tip: When unsure, lean towards formality and professionalism.

---

Step 3: Choose the Appropriate Communication
Medium

Not all messages belong in the same channel. Selecting the right medium
enhances clarity and appropriateness.

- Email: Suitable for formal, detailed, and asynchronous communication.
- Memo: Ideal for internal announcements, policy updates, or official records
within an organization.
- Instant messaging or chat: Best for quick, informal exchanges.
- Phone or video calls: Better for complex discussions or sensitive matters
requiring nuance.

Guideline: When in doubt, consider whether the message requires a quick
response, a detailed explanation, or a formal record.

---

Step 4: Decide on the Message Format and
Structure

The format and organization of your message significantly impact readability
and professionalism.

For Emails:
- Use a clear, concise subject line that summarizes the email’s purpose.
- Begin with a professional salutation (e.g., Dear [Name], or Hello [Name],).
- State your purpose early in the message.
- Organize content logically with paragraphs, bullet points, or numbered
lists when necessary.
- End with a courteous closing (e.g., Best regards, Sincerely).
- Include a professional signature with contact information.

For Memos:
- Use a standard memo format: heading (To, From, Date, Subject), followed by
the body.
- State the main point in the opening paragraph.



- Use headings or bullet points for clarity.
- Be direct and concise.
- Sign off with your name and position if applicable.

---

Step 5: Draft a Clear and Concise Message

Once the purpose and format are set, focus on the content itself.

- Clarity: Use straightforward language; avoid jargon unless appropriate for
the audience.
- Conciseness: Eliminate unnecessary words; get to the point efficiently.
- Tone: Maintain professionalism, respect, and politeness. Adjust tone based
on the relationship.
- Specificity: Provide concrete details—dates, times, figures, or
instructions.
- Action items: Clearly specify any actions required from the recipient,
including deadlines.

Example:
Instead of saying, “Please look into this,” specify, “Please review the
attached report and provide your feedback by Friday, March 10.”

---

Step 6: Review and Edit Before Sending

Never underestimate the power of revision. Before pressing send, take time to
review your message critically.

- Check for clarity and coherence: Does the message make sense? Is the main
point clear?
- Proofread for grammar and spelling: Mistakes undermine professionalism. Use
tools or ask a colleague for review if necessary.
- Verify recipient details: Ensure you’re sending to the correct person(s)
and that email addresses are accurate.
- Confirm attachments: Attach any relevant documents, reports, or files
mentioned.
- Assess tone and appropriateness: Is the message respectful and suitable for
the recipient?
- Ensure compliance: Confirm the message aligns with organizational policies
or confidentiality requirements.

---



Step 7: Consider Timing and Follow-up

Timing can influence how your message is received.

- Send during business hours: Avoid sending critical messages after hours
unless urgent.
- Follow up if needed: If you do not receive a response within a reasonable
timeframe, send a polite reminder.
- Track important messages: Use read receipts or follow-up flags when
necessary.

---

Additional Best Practices for Effective Email
and Memo Preparation

To elevate your communication skills further, incorporate these additional
strategies:

- Use a professional tone: Even in casual environments, maintain respect and
courtesy.
- Avoid emotional language: Keep messages objective and focused on facts.
- Be culturally sensitive: Respect diverse backgrounds and communication
styles.
- Maintain confidentiality: Be cautious about sharing sensitive information
via email or memos.
- Use templates when appropriate: For recurring messages, templates save time
and ensure consistency.
- Include a call to action: Clearly state what you want the recipient to do
next.

---

Conclusion

Preparing email messages and memos before sending is a critical skill that
requires thoughtful consideration of purpose, audience, format, and content.
Proper preparation ensures that your communication is effective,
professional, and respectful. By clarifying your objectives, understanding
your recipient, choosing the right medium, structuring your message
logically, and thoroughly reviewing your draft, you significantly increase
the likelihood of achieving your communication goals. Remember, well-prepared
messages not only convey information clearly but also build trust and
credibility in your professional relationships. Developing these habits will
serve you well in any organizational setting, fostering a culture of clear,



respectful, and efficient communication.

1 Preparing E Mail Messages And Memosbefore Sending A
Message You Must Choose The Proper Communication

1 Preparing E Mail Messages And Memosbefore Sending A Message You Must Choose The Proper
Communication

Related Articles
Which Control Technique Are Companies Using For Product Enhancement, Process
Automation, And Labor Cost
A Company Reported The Following Information For Its Most Recent Year Of Operation:
Purchases, $111,000;
A Community Theater Sells About 150 Tickets To A Play Each Week When It Charges $20 Per
Ticket. For Each

Back to Home

https://sip.evo9x.com/ma33/1-preparing-e-mail-messages-and-memosbefore-sending-a-message-you-must-choose-the-proper-communication.pdf
https://sip.evo9x.com/ma33/1-preparing-e-mail-messages-and-memosbefore-sending-a-message-you-must-choose-the-proper-communication.pdf
https://sip.evo9x.com/ma33/which-control-technique-are-companies-using-for-product-enhancement-process-automation-and-labor-cost.pdf
https://sip.evo9x.com/ma33/which-control-technique-are-companies-using-for-product-enhancement-process-automation-and-labor-cost.pdf
https://sip.evo9x.com/ma33/a-company-reported-the-following-information-for-its-most-recent-year-of-operation-purchases-111-000.pdf
https://sip.evo9x.com/ma33/a-company-reported-the-following-information-for-its-most-recent-year-of-operation-purchases-111-000.pdf
https://sip.evo9x.com/ma33/a-community-theater-sells-about-150-tickets-to-a-play-each-week-when-it-charges-20-per-ticket-for-each.pdf
https://sip.evo9x.com/ma33/a-community-theater-sells-about-150-tickets-to-a-play-each-week-when-it-charges-20-per-ticket-for-each.pdf
https://sip.evo9x.com

