general Hospital
interoffice memorandum
	to:
	RECEpient Name & Job Title

	from:
	YOUR Name & Job Title

	subject:
	Enter Subject
	date:
	Enter Date
	CC:
	cc Name


Grammar and formatting. Memo format is required.
· Format: 2 pages, single spaced and left justified
· Starting new paragraphs: Skip a line between sentences 
· Business writing style: be concise and easy to read
Additional sample memos can be found: 
https://owl.purdue.edu/owl/subject_specific_writing/professional_technical_writing/memos/sample_memo.html

Paragraph 1: Short introductory paragraph identifying the purpose and scope of the report.

Paragraph 2: A paragraph highlighting areas that the hospital is in compliance with, including release of information, record documentation and completion, incident reports, and core measures. Paragraph should start with a summary sentence and then provide more details (including data) on each area the hospital is performing well.

Paragraph 3: A paragraph that addresses noncompliance, which should include a summary of the areas of noncompliance, any trends identified regarding a specific type of document (such as H & P or orders, certain physicians, etc.), an emphasis on two to three non-compliant items that are most serious or important in your opinion, and clear details on all non-compliant items by using tables, graphs, or bullet points.

Paragraph 4: A paragraph that explains at least three recommendations for improvement, which needs to apply knowledge gained about performance improvement activities, tools, techniques, and information systems or other technology, as well as processes and working with people. Recommendations for improvement should be specific to issues identified in the prior paragraph.
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