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Memorandums, email and routine messages are the main subjects talked about in chapter 5. 

Memorandums often called memos are types of notes or memos. They are designed to be read quickly. 
1. Single topic focus
2. Brief
3. Two parts (header, date, to, from etc. and message divided into and opening body and closing)
Memo format:
Opening: who what where when why, give a reason for request of sharing info
Body: Chronologically sequenced, order of specificity, order of importance
Closing: summarize memo/request 

Memo/lists

1. Begin with strong lead-in summing up purpose/context
2. Lead-in makes sense with each sentence
3. No overloading lists
4. Use parallel phrasing(keep tense of verbs constant)
5. Punctuate consistently 
6. Horizontal or vertical
7. Use similar types of lists 
8. Don’t over use lists
Emails

1. Keep it brief 
2. Not your only option (call, face-to-face etc)
3. Compose crucial messages offline to review before sending 
4. Follow organizational rules 
5. Don’t use company email for personal communication
6. Balance speed and accuracy. (check mistakes)
7. Keep messages professional 
8. Not guaranteed to be private
9. Do not write when angry
10. Don’t send unnecessary messages
11. Protect yourself and your company
How to process incoming messages
1. Schedule time to read and reply
2. Inbox clean ups
3. Look through all new messages in inbox
4. Use anti spam software
5. Capture email in recognizable records system


Format of an email
1. Type the email address correctly DUH?
2. Compose an action-specific subject line to let the reader decide of its importance
3. Wrap text after 70 ch
4. Use regular mix of upper and lower case
5. Keep paragraphs and sentences short
Shaping content
Use greetings appropriate to the intended reader, get to the point, use lists, sign off with complementary note and name, tell people who you are, edit your text spell check, follow common sense rules for attachments, wait patiently for reply.

When replying reply promptly, modify distribution list(group email or private etc.), don’t automatically include sender’s original message with your reply, avoid forwarding emails indiscriminately, when out of office set up auto reply, protect and respect authorship of emails. 

Informative-a memo where reader reacts neutrally
Request memo – asks the reader to perform a routine action
Response- a message that answers a question or query
Goodwill message- enhances value of a business beyond its tangible assets by creating bond of friendship …
Follow-up message- record of a meeting , time, place, purpose etc. 
 

Instant messaging instructions. 
Limit abbreviations, use upper/lower case, keep convos to a few people at a time, inform people on your availability

Chapter 5 wasn’t really complicated, pretty much common sense in my opinion. Nothing was unclear. 
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