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Sharing a Solution 
Writing a Memo to Resolve a Problem 

 
Critical Learning Materials and Interaction 

 

 Identify a purpose for writing 

 Identify a specific audience 

 Maintain a business-like tone for a difficult 
subject  

 Select and organize information according 
to „need to know‟  

 Express ideas clearly and concisely  

 Use an accepted (conventional) form  

 Motivate the audience to take action 
 

 

 Student Response Page: Sharing a Solution  

 R.A.F.T.S. template 

 Memo samples in the Ontario College Writing 
Exemplars available at 
http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf 

 Consult with teacher 
 

Minds On    
 

  “Memo” is a short form for 

“Memorandum”. A memo is a brief, to-the-
point communication within an organization or 
company. Memos can be directed to a small 
or large group. They are often used in 
businesses to  

 Make announcements 
 Confirm what has happened 
 Request or send information 
 Make a recommendation.  

 
Because memos are used to track 
communication, it‟s important to include the 
date and identify the topic and audience. Any 
action to be taken or request for information 
must be clearly identified, along with reasons.  
 
Memos can serve as evidence, e.g., in legal 
situations.  

 Do not write anything in a memo that 
you would not say in person. 

 Never mention an individual in a 
memo without including that person in 
the distribution list. 

 

 

 Reread “The Problem with Group Work” scenario, 

in Literacy Lesson 5.1, thinking about how to turn this 
thinking into action: As group leader, you need to 
communicate in writing the solution to the problem to 
people involved. Use a R.A.F.T.S. to plan your 
memo: 
 

Role Group leader 

Audience Who needs to know? Why them? 

Form See Lesson 6 
See memos in the Ontario 
College Writing Exemplars at 
http://www.gotocollege.ca/pdfs/6-
8_OCWE.pdf   

Topic What background does the 
audience need to know? 
What do you want them to do?  
How will you motivate them to do 
it?  

Strong 
Verb 

What action verb best expresses 
what you hope to achieve? 

Action!  

 

  The steps in the right-hand column are 

phases of the writing process. These are 
actions of effective writers. You may begin by 
following the steps as if they were a set of 

 

 Draft a memo in which you communicate your 

ideas clearly and concisely. 
 

 If possible, obtain feedback from your teacher. 

http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
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instructions, to be followed in order. 
Experienced writers make these actions work 
for them, often moving back and forth 
between them. For example, revision might 
alert you to the need to gather more 
information. During proofreading, you may 
realize you need to revise your paragraphs. 
 

  

Consolidation 

 

  Revision is hard work, but many effective 

writers say it‟s the most important and fun part 
of the process. Revision is “re-seeing” your 
work, looking at it with a fresh eye to see if it 
says, not what you intended to write, but what 
you actually wrote. Revision is about thinking, 
ideas, organization, support. Editing is about 
spelling and grammar. Avoid short-circuiting 
your revision by not jumping to editing too 
quickly. 
 

  Good proofreading requires disrupting the 

tendency to go with the flow of what you‟ve 
written. Strategies to do this include: 

 Reading aloud to a partner 

 Reading backwards from the end, 
word by word or one sentence at a 
time 

 Reading aloud as you pace around the 
room. Turn on every comma and stop 
on every period. 

 

 

 Revise your memo and make any necessary 

adjustments.  Have you 

 made the purpose of the memo clear? 

 stated your point clearly? 

 included all the important information? 

 checked everything according to “need to 
know”? 

 organized your information logically? 

 maintained a business-like tone? 

 encouraged the intended audience to respond 
or take action? 

 used headings and bullets?  
 

 Do a final proofreading:  

 check your grammar, spelling, choice of 
words, punctuation? 

 check your facts?  
 

Connections and Next Steps 
 

 Professional writers know that nothing is ever written completely alone. Writers are always 

engaging in group brainstorming and seeking feedback. Show your memo to 2 or 3 students: 
 What do they understand to be the main point? 
 Do they have enough information to understand the situation?  
 Do they feel the tone is business-like and balanced? 
 What do they believe they‟re being asked to do?  
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Sharing a Solution – Student Response 
Writing a Memo to Resolve a Problem 

 

  You can: (1) Work on this template online and print a completed copy. It will expand as you work 

or (2) print a blank copy after adjusting the spacing to leave room to write or (3) use this as a guide to 
structure responding in a notebook.  
 

Minds On…  

 
 

Role Group leader 
 
 

Audience Who needs to know? Why them? 
 
 
 

Form See Lesson 5.1 and memos in the Ontario College Exemplars at 
http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf : What features do you need to 
incorporate into your memo?   
 
 
 

 
 

Topic What do you hope to achieve by writing this memo? 
What background does the audience need to know? 
What do you want them to do?  
How will you motivate them to do it?  
 
 
 
 
 
 

Action!    

 

 Draft your memo.  

 

Consolidation   

 

 Revise your memo and make any necessary adjustments.  Have you 

 made the purpose of the memo clear? 

 stated your point clearly? 

 included all the important information? 

 checked everything according to “need to know”? 

 organized your information logically? 

 maintained a business-like tone? 

http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
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 encouraged the intended audience to respond or take action? 

 used headings and bullets?  
 

 Do a final proofreading: Have you 

 checked your grammar, spelling, choice of words, punctuation? 

 checked your facts?  
 

Connections and Next Steps 
 

 Assess your work:  

 What does your audience understand to be the main point? 

 Do they have enough information to understand the situation?  

 Do they feel the tone is business-like and balanced? 

 What do they believe they‟re being asked to do?  
 
 

 
 

 

Teacher’s Feedback: 
 

 Successfully completed    
 

 Still to do: ______________________________________________________  
 
Comments:   
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Sharing a Solution 
Writing a Memo to Resolve a Problem 

 

Literacy Learning Self-Assessment Checklist 
 

 Check items you have completed confidently in this lesson. Highlight items about which 

you have questions or need to consolidate further.  
 
Critical Learning 

 

 Identify a purpose for writing 

 Identify a specific audience 

 Maintain a business-like tone for a difficult subject  

 Select and organize information according to „need to know‟  

 Express ideas clearly and concisely  

 Use an accepted form  

 Motivate the audience to take action 

 
 
Minds On  
 

 I can explain what a memo is, why they are written and how they are written.  

 I can use a R.A.F.T.S. structure to plan a short piece of writing, e.g., a memo 
 
 
Action! 
 

 I can draft a memo using a R.A.F.T.S.  strategy 
 
 
Consolidation 
 

 I can revise my memo and make any necessary adjustments.   

 I can  
 make the purpose of the memo clear 
 state my point clearly 
 include all the important information 
 check everything according to “need to know” 
 organize information logically 
 maintain a business-like tone 
 encourage the intended audience to respond or take action 
 use headings and bullets  
 check grammar, spelling, choice of words, punctuation 

 check my facts 


