
WHAT DOES RE MEAN WHEN WRITING A MEMO

What does RE stand for at the beginning of a memo or letter - trivia question / questions answer / answers. It could
mean reference or regarding, both mean the same. There are dozens of sample business letters there.

Audience-appropriate: Verify the document is appropriate for the education, background, company status and
needs of the recipients. Memo To: fill in recipient name s From: sender's full name Date: date memo is sent
RE: specific subject line CC: names of people who will be copied on the email. Also, how many spaces do
you leave after the period or colon? You may also want to add a few lines of introductory text in the body of
the email directing readers to open the attachment before clicking 'send. Headings should include the full
name no nicknames of the person or people who will receive the document. There's an increasing tendency to
use "re" as a direct replacement for "regarding, about, on the matter of", but outside of "auto-generated email
header" contexts or manual replication of same it's probably a bit too casual for many contexts. The Body
Since you know the names or departments to which the memo is addressed, the date, and your name, the next
step is to work on the body of your memo. It's important to organize your memos well. I have learned so
much. You can also give the conditions that should apply to your reader. Well, that frustration isn't anything
compared to a reader trying to sift through an overly long, boring memo. Below are some of the tips on how to
come up with the best body for your memo: Consider your readers- your readers, in this case, are the audience
that you are writing to. Choose from over 15 different memo options. Explain to your audience the sole reason
that led to coming up with that decision or what motivate you to that step. Memos are typically less than one
page long though there are exceptions, and if your memo is over a page, you'll need to add a short summary
statement at the end. Also, make sure you cite them properly! And, by the way, you may use my garbled post
here as a future example. Adam on November 12, pm Perhaps this has been addressed, but if not â€” peeps is
a term used as a colloquialism for people â€” mostly used in reference to friends or fans. Was often used in
business letters before emails were popular, hence the confusion. Citations If you refer to other sources in your
memo, be sure to put directly quoted material in quotation marks, and include the list of sources on a separate
page. If you litter your memo with typos or fill it with formatting errors and inconsistencies, your
communication will lose its effectiveness. To keep your memo readable, try to keep each paragraph under
seven lines long. You want your reader to quickly and easily understand what you are saying. Again: again
and in a different way Re second note of the scale in solfa notation. If you'd like to do this, simply click the
image below and a customizable template that you can edit, save and print will open in a separate window.
Recommendations or purpose: This section gets to the meat of the message using key points, highlights or
background information. It can be research that was done and people would wish to know the outcome, or it
can be even application results for various seats in a department. You should ask yourself any question that
your readers are likely to come up with after reading your memo and address them accordingly.


