
F O R M AT T I N G  B U S I N E S S  M E S S A G E S

1. What are the 2 main parts of a memo and what does each part contain?

a.

b.

2. If a memo is going to a group of people, in what order do you list the names?

3. List some “Other Types of Internal Messages” besides memos.

4. What are the 4 main parts of a business letter and what does each part contain?

a.

b.

c.

d.

5. Write today’s date in both styles

Business style

Military or European style

6. List these parts of the reference lines in the correct order: copy notation, enclosure, 
reference initials.

7. What are the 2 most common letter styles?

8. What are the 2 punctuation styles? Which one is the most commonly used?

9. What are the two most common envelope sizes for mailing letters? Which one is used most often by
business organizations?

10. How do you know whether to send a memo or a letter?

a. send a letter to

b. send a memo to

11. List some differences between a letter and a memo:

Letter Memo

C H A P T E R  7 C O N C E P T  R E V I E W
W O R K S H E E T

Your Name 

alphabetical order

Preprinted message forms Electronic messages Memo-letters

Informal notes Message-reply forms

Heading

Body

heading—letterhead or return address, dateline

opening—inside address, salutation

body—subject line, message

closing—complimentary closing, signature lines, reference lines

May 2, 2005

2 May 2005

reference initials, enclosure, copy notation

modified-block block

standard punctuation (used most often)

open punctuation

No. 10

No. 63⁄4

people outside the organization

people inside the organization

Letter format memo format

People outside organization people inside organization
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