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 FEEDBACK: Memo format for peer reviews
Many professionals use memos (Latin: memorandum) to make requests and announcements, and sometimes to provide brief reports. Usually, memos that make requests or announcements get read quickly.  Therefore, get to the point in the first paragraph—the first sentence, if possible. In the format suggested here, single space your memos and use Arial 10.  Skip a line between paragraphs. Keep your sentence and paragraph length relatively short. Write sentences that average fewer than twenty words, and paragraphs that average fewer than seven lines. Also, keep the total memo length to less than one page, if possible. 
Sometimes writers use memos to submit short reports (one page or more). For these types of memos, the format changes as some writers break the memo's text into sections and also change the style. In these types of memos, the sentences and paragraphs run longer than in memos used only to make requests or announcements. 
For all types of memos, space your memo on the page so that it does not crowd the top.  Also, send copies to anyone whose name you mention in the memo or who would be directly affected by the memo. Finally, remember to activate your audience in the final paragraphs in which you make requests or announcements by telling your readers what you want them to do or what you will do for them. 
Below, you will find a memo format to use as part of your written peer reviews, divided into two sections: (A) What I liked and why; (B) Questions and suggestions.  In part A, concentrate on the strengths of the essays, research papers, or team presentations.  When completing part B, write your recommendations in such a way that you turn all perceived shortcomings and weaknesses into concrete steps on how the original writers or presenters can improve their texts or presentations further.  
Please download the actual memo sample below onto your computer and make the following changes: 

1. Delete the name and replace it with your own.

2. If you’re not an SPE 100-51 student, rename the memo with your own class and section.

Print out five or six copies, and on the day of a presentation or a peer review, enter the date in MLA format on the top left-hand side in front of 2008, for example: 8 Apr. 
I would like to thank my colleagues at Penn State University whose work has informed this document for my students.  http://www.writing.engr.psu.edu/workbooks/memo_format.html 
Updated: 3 Apr. 2008



2008

TO:

James (“Jim”) Trittipo

FROM:

SPE 100-51 classmates

RE:

Feedback #      
A.  What I liked and why
B.  Questions and suggestions 
