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Memo One 
To: The Manager XYZ Company
From: Marleqem 
Subject: Good Use of Design Elements
Date: 4/20/2021
Purpose: I am writing this memo to explain the positive features of the memo sent to all employees in the organization.
Clear and timely communication is key to running any business effectively. The principal purpose of a memo is to allow communication to employees in an organization. The message is addressed appropriately to the audience. It is directed to the few people in the organization, and the tone is formal. The purpose is clearly stated that. A good organization memo is brief and states the purpose without using exhaustive details. It is well organized from the header to the body conclusion, enabling the reader to understand the conveyed information. The subjects of the memo identify the memo's intent. The body section consists of; introduction, discussion, analysis, and conclusion; thus, the format is well organized. It uses a direct approach because it is addressed to all employees and to convey good announcement. Appropriate use of well-organized memos in the organization will improve the overall performance and handling changes to achieve goals.






Memo Two 
To: The Manager FK 
From:
Subject: Inconsistent use of Design Elements 
Date: 4/20/2021
Purpose: I am writing this memo to suggest ways that can enable you to improve the effectiveness of this document. 
The organization requires appropriate memos to convey updates and announcements to the employees.  Organization memos are addressed to individuals or groups of workers. The organization memo is by clearly stating the information. The confusing message used a direct approach because it announces news on proposed methods of delivering customer services. It is an informative memo. It should use the appropriate format of a memo that consists of heading and body section. The body section is the essential part that should state the problem, solution, and conclusion, which summarize the key points in the memo report. The tone should be formal because the message is conveyed to many employees who differ in terms of background. The organization needs to incorporate an efficient memo design to communicate to the audience. The memo is lengthy and has confusing ideas. Organization memos are brief, message readable, and have a professional writing style.





