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Memo- Memoranda

! Memoranda or memo Te BI¢ reminder note &
) &9 F for@r Siar €1 38 reminder 8 Fgd &1 I8
Teh brief, unsigned diplomatic communication
& T8 fd employee & forv for@r Sirar &1 5@
&9 email & 3R fOT@d note i aRg off frdy =1
AT THA 81

Business Memo Template

MEMORANDUM

TO:
FROM:

DATE:

SUBJECT:

I'm writing to inform you that [reason for writing memo]j.

As our company continues to grow ... [evidence or reason to support your opening
paragraph].

Please let me know if you have any questions. In the meantime, I'd appreciate your

cooperation as [official business information] takes place.

Name

Designation
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Top & 3T "MEMORANDUM " &l TIs¢ & & T difeh 31T9eh readers & 9T Tl foh  areda #
FIAT 9 3§ &1 T, 319 "TO", "FROM", "DATE" 31K "SUBJECT" fo@ | Ig SITASRY SoIT S84 &
arfes adr I & fod for@r 31 3T AT information fordes folw ST 81

Header:

Paragraph One:

First paragraph & 3T9eh! fol= T purpose ST 81 3T $H g & YB3 Y Fohdl & - "I'm
writing to inform you ... " or "I'm writing to request ... ". Memo short, clear, 3iR to-the-point gl=T
I 3T 3796AT HH HEeaqUT STTeTeh{T &1 T4, 3N T a1q & paragraphs H 38 a0 #H
31T TAEdR grem)

Paragraph Two:

Second paragraph# topic (Fee) % evidence I Al NTIT fa 3T memo H company & internal
reorganization o R & for@ I &1 3T fol@ Tehd £, "As our company continues to grow, we've
decided it makes more sense to separate our video production team from our content team.
This way, those teams can focus more on their individual goals."

Paragraph Three:

Third paragraph &, 39 Jedeh S aRY &l 3T [ARISE IR FdATTET - if you're planning a team
outing, this is the space you'd include, "Please RSVP with dietary restrictions," or "Please email
me with questions."

sg% TAd, Ife 3T FE=TRAT & upcoming construction 3 IR & SdTTT AT8d &, aF 39 for@

Fohd g, "I'd appreciate your cooperation during this time." 3¥R 3119 employees & &1s specific
action expect FT I g dl 3T STE Tl & 3TTIehT 3TAT § o ar d&T &F |

Signature
Last # 319 39T signature ¢ TSH 31T9eRT designation A &l

Sample of Memorandum

MEMORANDUM
Piramal Textiles
Mumbai

To: The Deputy General Manager (Sales)
From: Sales Executive
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Date: September 21, 20XX
Subiject: Incentives to Dealers to Increase the Sales

The present slump in the overall textile industry and the reduction in sales are a matter of
great concern for our company. | suggest the following incentives for the dealers in order to
boost sales.

1. Cash discount of 3% instead of 2% being provided hitherto.

2. A gift in the shape of woollen suit length costing * 2000/-for every purchase of * 50000/-.
3. A five days free trip to Singapore for two persons, for all the dealers who achieve the sales
target of ° 10 lakhs and above.

Please accord your approval.

Sales Executive

Question- As Deputy General Manager of a Private Limited Company, write a memo to
the General manager informing him about the damage caused by the fire in the factory.

Kotsons Mills Pvt Ltd Mall Road, Mumbai

Ref: No GM/26/20XX
To: The General Manager
From: Deputy General Manager

Date: 23rd August, 20XX
Subject: Damage Caused by Fire

It was on 22nd August, 20XX when a fire broke out in the Mill's Showroom at about 3 o’clock
in the night. It seems to be caused by a short circuit and the entire showroom was in full blaze
within minutes. It took nearly four hours for the two fire brigades to control the fire.

The total damage estimated is not less than rupees one crore, as some goods lying in the
adjacent godown also caught fire. A lot of goods were saved by the timely arrival of the fire
brigades. The Insurance Company has since been informed and a requisite claim for the
damage will be submitted within three days.

I am trying to chalk out the plans and the measures to be taken to prevent such happenings in
future. A detailed report will be submitted to you at the earliest.
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Sudipta Das
Deputy General Manager

Press Release

A press release Teh dlg ol written document E’IHT %
31, news media drel oleT BIYOTT &Y & foIT use
A &1 Press release Teh Ul hl Aldaolieleh shlal AT

Farelt e T £ &Y & T ) 3w & _ ﬁf—"—"-—- NEWS e
¥ T g1 HHAAN T, press release &, TR, 5 n —
3t weerEt, Thfaste weerEt 3R / ar e fasiT ) :

sicdeh U editor T assign HeT o foIT fax AT email
forar Srar g

Public Relations (PR ) & &IF & 3THI 9T 3ghT
39T SATCT BT 1 aEdC:, $HHT 3662T PR URISR & 9Tgsh & fIT appropriate media &7 &1l
ST T AT T3 & I TR el &

Elements of Press Release
gl press release H AeAfaf@d enfde gar anfew -

1. Jfe 3T 319 press Rellor ATdatfeish el § df 37T extreme left corner & 319 foardaY- “For
Immediate Release, 379X 31T 319a1T press RelleT ATdsIfeieh gl el ATgd ar 3T forg Tehd &-
“HOLD FOR RELEASE UNTIL....”.

2. gHI headline newspaper o 2i¥eh T o fordlr SITeal, AT Y 7 Tg Feri T content
T JUTeT T Bl |

3. City, State/Country, Month, Day, Year &T guTe 37T9e content I Ugel 81T AR T

4. Body qrE # 3T TSF3Ter content T story glelt UMY TgT a8 & story fergr smestt St
Ardsifaieh LT 81 ?IIETW most important information, 31 - who, what, where, when and why,
first sentence & gIam| R 37T ForeeT & a4t g event IT story newsworthy & 3R 3@ a1¢
supporting background information 31 details for@|
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5. Contact Information Includes contact person, company’s name, phone/fax, email,
physical/postal address.

6. ENDS’ or ### I8 press release & 37d &I hd edT g1
7. Last # Signature and Designation fSi=gisl press release send 3T § difeh authentic &9

Sample of Press Release

Nuclear Age Peace Foundation
(Committed to a World Free of Nuclear Weapons)

For Immediate Release

Nuclear Missile Testing Continues in California
California, USA
September 13, 20XX

Santa Barbara, CA The US military has announced a test of a Minuteman Il Intercontinental
Ballistic Missile from Vandenberg Air Force Base on September 15. The Minuteman missile
will carry a ‘dummy’ nuclear warhead from Vandenberg to the Kwajalein Atoll in the Marshall
Islands. The test is scheduled less than three weeks, after the official UN International Day
against Nuclear Tests (August 29).

David Krieger, President of the Nuclear Age Peace Foundation, said, “The US moratorium on
nuclear testing remains incomplete as long as we continue testing missiles designed to carry
nuclear warheads. Minuteman |ll missiles are used, solely, to deliver nuclear warheads.”

The Nuclear Age Peace Foundation seeks the abolition of all nuclear weapons worldwide.
The foundation calls on the United States and all countries around the world to recognise
their full obligation to halt all nuclear testing — not only of the warheads but also of
nuclear-capable missiles. The Preamble to the nuclear Non-Proliferation Treaty (NPT) calls
upon the 189 countries that signed the NPT to facilitate “the elimination from national
arsenals of nuclear weapons and the means of their delivery.”

Dr Krieger added, “The US is demonstrating a stark double standard by condemning missile
tests of other nations while continuing to conduct them on a regular basis itself. Continued
testing of Minuteman |l missiles by the United States sends a provocative message and
encourages other countries to pursue their own nuclear weapon and missile delivery
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programmes.”

There will be a peaceful protest against the US missile launch outside the front gate of
Vandenberg Air Force Base at 11:55 pm on September 14. For more information or
interviews, contact the undersigned.

Rick Wayman
Nuclear Age Peace Foundation
Wayman@napf.com, (805)696-5159

Endorsement

An endorsement Ueh WehI 3T support/approval § ST Ueh ehferd & GE e e ahl Faelr, Rare ar
37TaTS HRATS & foIT, AT politicians, products, services 31T & foT f&AT STAT §1 3 third person
# for@r Srar g1 Endorsements forwarded for information or necessary action always have a
reference number. F=IT AT 3TaRTeh SHATs & oI forwarded endorsements # A2l Tk
reference number 81T &1

Sample of Endorsement

No 12/20XX
Commissioner of Police West
March 3, 20XX, New Delhi

Approval for back up army personnel from March 15, 20XX to March 29, 20XX for Central
Delhi and Rajghat forwarded to SHO of Police (Central Zone)

Ramesh Nandwani
Commissioner of Police

i1
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