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The purpose of this memo is to inform you about how to effectively incorporate visuals 
in memos. Figures and tables are great ways to enhance a memo because they highlight 
and organize information. After reading this memo, you will be more knowledgeable 
about determining the proper visual to use in a memo and how to label different types of 
visuals. 
 
What is a Visual? 
 
A visual in a memo can come in many forms. However, all visuals fall under two main 
categories: figures and tables. A figure can be visuals such as pictures, charts, graphs, or 
diagrams. 
 
Determining Proper Visuals 
 
In order to optimize the effectiveness of a visual within a memo, it is important to 
consider its value. In determining a valuable visual, be sure to answer the following 
questions: 

• Is the visual relevant to the topic of the memo? 
• Does the visual clearly communicate relevant information to the audience? 
• Does the visual enhance the overall effectiveness of the memo? 
• Does the visual adhere to expected business standards? 

 
Properly Labeling Visuals 
 
Once a visual has been chosen, it is imperative to ensure that it is labeled in the proper 
location. Table 1 below outlines the correct label location for both tables and figures 
within a memo. 
 
Table 1: Correct Label Location for Tables and Figures 
 

 Table Figure 

Label 
Location 

Above Table 
 

Below Figure 

 

To: Iowa State University College of Business Students 
From: College of Business Communications Center 
Date: February 28, 2017 
Re: Effectively Incorporating Visuals in Memos 

Commented [SJD[1]: The header of a memo should 
always contain these fields: To, From, Date, and Re. Re 
means "in reference to" or "regarding" - it should 
describe the subject of your memo. Occasionally, if 
there is a secondary audience for a memo, a "carbon 
copy" (CC) field will be required. CC should be placed 
between the To and From fields. 
 

Commented [SJD[2]: The introduction section of a 
memo should always contain some form of a statement 
of purpose. This immediately informs the reader about 
what the following memo will address. 
 

Commented [SJD[3]: Similar to a thesis statement in 
an essay, a memo should contain a sentence that 
outlines the topics to be discussed in the body of the 
memo. 
 

Commented [SJD[4]: A memo should also contain 
bold headers that separate topics. This is a great way to 
create white space, making a memo more aesthetically 
pleasing. 

Commented [SJD[5]: Bulleted lists are another great 
way to add visual variety to a memo while maintaining 
an effective message. Be careful not to overdo bulleted 
lists.  
 

Commented [SJD[6]: When using tables and figures, 
it is important to refer to them by their labels within the 
text. This guides reader to the relevant information. 
 



Another important aspect of visuals in memos is their titles. A good title is one that both 
concisely and accurately describes the accompanying visual. The title for Figure 1 below 
exemplifies that of a proper title. 
 

 
 
Figure 1: Services Provided by the Communications Center 
 
Now that you have the necessary information related to properly choosing and labeling 
visuals in memos, we are confident you will be able to do so effectively. If you have any 
further questions, feel free to schedule an appointment with any consultant at the 
Business Communications Center by visiting http://commctr.appointy.com/.  

Commented [SJD[7]: Another important aspect of 
visuals in memos is their titles. A good title is one that 
both 
concisely and accurately describes the accompanying 
visual. The title for Figure 1 below 
exemplifies that of a proper title. 

Commented [SJD[8]: Memos should almost always 
conclude with a call-to-action statement. This informs 
the reader of next steps (if there are any) and wraps up 
a memo very nicely. 
 

http://commctr.appointy.com/

