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Memos: a Little History 
 
The three slides below provide a capsule view of how the memo has changed over time. 
 

 

 
Figure 1. Three Examples Illustrating the Evolution of the Memo. 

 

Drawn from the archives of the 
Smithsonian Institution, this sequence 
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The main point is to show how the memo evolved from a handwritten reminder (sort of a 
professional diary entry) to the common format and purpose that people recognize in 2013.   

Two Annotated Examples of Brief Technical Memos 
 
Attached you will see two examples of the type of brief technical memos required in EASC 1107. 
Please remember that the exact length and level of detail in your memos will depend upon the 
situation you are given in your assignment sheet. You will notice three overall trends: 

�x Placing the most important information first in a direct style that does not waste words; 
�x Choosing words with care so that the language precisely matches the data; 
�x Providing data to support conclusions or recommendations, summarized in the text of 

the memo and detailed in an attachment. 
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SES/ Soltan Entropy Systems, Inc. 
3365 Chadwick Dr. 
Monet, MI 48703 

517/368-9001 

September 1, 2013 

To: Laboratory Staff 
From: Jim Corcoran 
Subject: Hydrostatic Equations and new Wilson tank design 

Request for information 
Sarah Chen is manager of Contracts & Specifications from at our Memphis Office. One of her 
clients, Wilson Hydraulic Systems, has received an RFP (request for proposal) for a new line of 
ultra-light tanks. These tanks will be used in an experiment that determines how high a jet of 
buoyant fluid will rise through a static fluid that is stratified (fluid density increases with depth). 
She knows we have run experiments to determine the forces and pressures acting on the walls an 
earlier line of smaller Wilson tanks, tanks using fresh water. She wants to know whether the 
equations we used in those experiments would also be appropriate in determining the forces and 
pressures acting on the walls of their new tanks.  

These tanks are to be 5 ft (l) x 3 ft (w) x 5 ft (h).  In this experiment the tank is filled with salt 
water. The water's specific gravity varies linearly over the 5 ft depth from 1.025 at the bottom of 
the tank to 1.000 at the surface.  

Work Assignment 
Using this company standard format, please draft a memo to �0�V�����&�K�H�Q that addresses the 
following: 

1. Would it be appropriate to use the eq2(c)-1atio6s wtrfromt apd 
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