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Post your job on Indeed or find more templates and samples in the Employer Resource Library. 

______________________________________________________________________ 

 
MM/DD/YYYY 
  
To: [Recipient name(s), department name, all employees] 
From: [Sender(s) names, titles] 
Date: [Month, Day, Year] 
Subject: [Define the purpose of the memo here in one sentence or less.] 
Greetings!  
[One to two sentence paragraph that immediately states the situation at hand.] 
[A few sentences explaining the reason (background) that caused the situation, or need 
for the situation] 
[A few sentences acknowledging the recipients’ rights to ask questions or state 
concerns, who to contact about concerns and clickable attachments to resources (if it is 
a digital memo)] 
[One to two sentence conclusion stating the next steps or reiterating your main point] 
Thank you [you may add an additional statement depending on the situation, e.g. for 
your cooperation, for your patience, for your hard work]. 

   

https://employers.indeed.com/p/post-job?hl=en&co=US&&isid=SMBdownload_memo
https://indeed.com/hire/resources?isid=SMBdownload_memo


 
[Company Logo Delete or Replace] 

Example 1 
This memo example aims to inform employees about an office renovation project and 
how it will affect their workspace: 
Memo: 
To: All employees 
From: Jordan Smith – Office Manager 
Date: [January 29, 2022] 
Subject: Deep clean for the office suite 
Greetings!  
In one week, our office suite will undergo a deep clean from a professional cleaning 
crew followed by a visit from an exterminator company. This means that no one will be 
allowed into the office for three days.  
As you may know, in our effort to enhance workplace safety standards, we uncovered 
the potential conditions for black mold and also discovered termite damage. For this 
reason, we need to bring in professionals to make our workspace safe and enjoyable for 
all. 
We understand that some employees may not feel comfortable working in the office up 
until the cleaning. You may fill out a telecommute request form here, if you wish to do 
so. Be sure to communicate with your manager before you start telecommuting.  
We’ll allocate the last hour of work on Tuesday, February 4 to allow employees to 
transfer items to our temporary office suite. On Wednesday, February 5, employees are 
to report at their regular start time to suite 202 on the second floor. From Wednesday 
the 5th through Friday the 7th, employees will conduct their work in suite 202. On the 
following Monday, we’ll be allowed back into our office suite on the first floor. 
Thank you in advance for your cooperation. 
  

Example 2 
This memo example aims to congratulate a department on a recent accomplishment 
and future planning: 
Memo: 
To: Marketing Team 
From: Casey Myers – Marketing Director 
Date: [January 18, 2022] 
Subject: Campaign results and next steps 
Greetings,  
I am writing to inform you that we have surpassed our goals for our ‘Clothe a Friend’ 
campaign! Due to its success, upper management wants us to begin preparation for 
campaign ‘Clothe a Friend’ 2.0. 
In August of 2021 our talented marketing specialist, Jen, accompanied by our marketing 
coordinator Sam and our team of gifted content creators developed the ‘Clothe a Friend’ 
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campaign to help promote our brand and increase sales by 15% by January of 2022. 
I’m proud to report that that percentage has surpassed our expectations by a whopping 
30%! 
If you have any questions feel free to stop by my office. You can access the full report 
and campaign data here. If you want to review content from the campaign, click here. 
We will begin work on part two of the campaign on Monday, February 13, 2022. 
Great work, everyone! 

____________________________________________________________________________ 

Indeed provides this information as a courtesy to users of our site. Please note that we 
are not your recruiting or legal advisor, we are not responsible for the content of your job 
descriptions, and none of the information provided herein guarantees performance. This 
is a legal disclosure and is not part of the following template. 
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