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Memo 1
To:  The Manager ABC Corporation 
From: Ahmed 
Subject: Good use of Design Elements 
Date: 4/19/2021 
A practical memo conveys a clear communication to the target group. The notice is brief and easy to understand; it explains the information with ease and cooperation. The tone of the message is formal and communicates the purpose of the memo in the first lines. The directive has a header that indicates the recipients receiving the notice. The dates and subjects' section follows the body massage that consists of a declaration, a discussion, and a summary. All these are present in the memo, and each part communicates a clear information to the audience. The statement in the memo's opening uses an indicative sentence to announce the main topic, and the discussion section expounds the crucial points linked to the purpose. The conclusion summarizes the information in the memo. The memo uses a direct approach because the aim is clearly announced.








[bookmark: _GoBack]Memo 2
To: The Manager Superior Logistics 
From: Ahmed 
Subject: Inconsistent use of Design Elements 
Date: 4/19/ 2021  
A practical memo has a clear format, it is easy to understand and establishes accountability, and it is less formal than the letter. It clearly states the purpose and the targeted audience. The feature that made the memo confusing and ineffective is the lack of a clear goal statement. The memo failed to provide relevant information that grabs the reader's attention. A persuasion memo is used to encourage the recipients to undertake action. The first paragraph stated the agreeable points but failed to write information that introduces the idea. A practical memo includes the introduction, statements of the facts, arguments, and conclusion. The importance of a conclusion in an organization memo is to summarize the main idea. The organization can ensure practical writing by clearly stating the purpose, and the heading and body message should convey the well-organized message to the employees.







