
Circular Letter 

 

A circular letter is a type of communication or document that is typically sent to a group of 

people, often for the purpose of conveying information, making announcements, or sharing 

updates. Circular letters are commonly used in both business and personal contexts. They are 

called "circular" because they are distributed to multiple recipients in a circular or widespread 

manner. 

 

Here are some key points to consider when writing a circular letter: 

Purpose: Clearly state the purpose of the letter. Whether it's an announcement, invitation, 

informational update, or any other purpose, make it clear in the opening of the letter. 

Recipients: Mention the intended recipients of the circular letter. This could be a specific group 

of employees, customers, members of an organization, or any other target audience. 

Salutation: Use a general salutation or greeting since the letter is intended for multiple 

recipients. Common salutations include "Dear Sir/Madam," "To Whom It May Concern," or 

something similar. 

Content: Provide the necessary information concisely and clearly. You can use bullet points, 

headings, or numbered lists to organize the content for easy reading. 

Conclusion: Summarize the main points of the letter and include any necessary follow-up 

instructions, contact information, or calls to action. 

Signature: Sign the letter with your name and title. In a business context, you may include the 

company's name, address, and contact information in the letterhead. 

Distribution: Ensure that the letter is distributed to all intended recipients, whether by mail, 

email, or other appropriate means. 

Follow-up: If necessary, follow up with the recipients to ensure they have received and 

understood the information provided in the circular letter. 

 

Circular letters are a practical way to communicate with a large group of people simultaneously, 

but it's important to make sure the content is relevant and well-organized to effectively convey 

the intended message to all recipients. 

 

 

 

 

 

 



Specimen of Circular letter 

John Smith 

Human Resources Manager 

ABC Corporation 

123 Main Street 

Anytown, USA 12345 

Date: October 31, 2023 

 

To Whom It May Concern, 

 

Subject: Upcoming Employee Training Workshop 

 

We are pleased to inform you that ABC Corporation will be conducting an employee training 

workshop on [date] from [start time] to [end time] at [location]. This workshop is designed to 

enhance your skills and knowledge in [topic]. 

During the workshop, you will learn about: 

- Topic 1 

- Topic 2 

- Topic 3 

We kindly request your participation in this training. For more information or to confirm your 

attendance, please contact [Name] at [contact details] by [RSVP deadline]. 

 

Sincerely, 

 

[Your Signature] 

John Smith 

Human Resources Manager 

 

Enclosures: [List any attached documents] 

Contact Information: [Provide relevant contact information] 

Distribution Details: [Explain how the letter will be distributed] 

 

 

 



 

Office Memorandum  

An office memorandum, commonly referred to as an "office memo," is an internal document 

used within organizations or businesses for written communication. Memos are typically used 

to convey important information, announcements, instructions, or updates to employees or 

colleagues. The format of an office memorandum is relatively standardized. Here's how to 

format one: 

 

[Your Organization's Letterhead] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

[Date] 

 

To: (Recipient's Name and Title) 

From: (Your Name and Title) 

Subject: (A brief, descriptive title for the memo) 

 

Message Body: This is where you provide the main content of the memo. Be concise and clear 

in your communication. Use short paragraphs, bullet points, or headings to organize the 

information. 

Closing: Signify the end of the memo with a courteous closing phrase, such as "Sincerely," 

"Best regards," or "Yours faithfully." 

Initials or Signature: Sign your initials or full signature, indicating who the memo is from. 

Distribution: Specify who else should receive copies of the memo, if applicable. 

Attachments: Mention any documents or materials attached to the memo. 

Cc: (Optional) List the names of individuals who are receiving copies of the memo for 

informational purposes. 

 

Note: Memos are typically concise and are designed for internal communication, so they don't 

require a formal salutation (e.g., "Dear Sir/Madam"). The recipient's name and title are usually 

sufficient. 

 

 

 

 



 

Specimen of Office Memorandum 

 

ABC Corporation Letterhead 

ABC Corporation 

123 Main Street 

Anytown, USA 12345 

Date: October 31, 2023 

 

To: All Department Managers 

From: Jane Doe, HR Director 

Subject: Changes to Employee Benefits 

 

Message Body: 

We are writing to inform all department managers about upcoming changes to our employee 

benefits program. Starting on January 1, 2024, there will be modifications to health insurance 

coverage, retirement plans, and wellness programs. 

 

- Health insurance premiums will increase by 10%. 

- The company will match 5% of employee contributions to the 401(k) plan. 

- A new wellness program will be introduced, offering fitness incentives. 

 

Please review the detailed changes in the attached document. We encourage you to share this 

information with your respective teams and be prepared to answer any questions they may 

have. 

 

Sincerely, 

Jane Doe 

HR Director 

 

Attachments: Employee Benefits Changes 2024 

Distribution: All Department Managers 

Cc: [List of names for informational copies] 

 



 

 


