How to write important memos
There are different types of communication used in business. Memos are an important means of communication. Employees use messages to communicate with each other within the company. Memos are flexible and can be written for different purposes. You can get up-to-date status reports on a project, confirmation of a meeting and her vital information such as date, time, be written, and place.
It is also important to know that in different countries, cultures and even organizations there could be quite different types and standards of writing a good memo.
Useful links:

http://www.suite101.com/content/how-to-write-important-office-memos-a79259
http://owl.english.purdue.edu/owl/resource/590/01/ 
http://ezinearticles.com/?Communication-Techniques---Memo-and-Letter-Writing&id=3482325 

http://www.biztree.com/ 
Task. Study the samples of memos from different universities (see pdf files). Analyze their style and register. Write your own real-to-life memo. Share your work with partners in class.

