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A memo is distributed among colleagues and subordinates in a workplace. The tone of memo is polite and avoids sounding bossy, aggressive, and passive (Blyler & Mair, 1985). The technique also depends on the means an individual delivers a message.  The memo’s style improves workers' trustworthiness, and it is evidence is past success records. 
The memo used a direct approach tone because the subject lines get rights to the main points and the opening paragraphs start with the bottom line (Blyler & Mair, 1985).  The tone in a Memo conveys the attitude associated with the content. The tone matches the document goal. Directs approach in a memo is used for good news or the routine of work. The message used a direct approach to recommend adopting a recycling paper policy in all offices. The direct system is appropriate because they provide a written record of group discussion announcements within an organization.
The memo is inexpensive to create and increases the transparency of communication. Memo information is not more challenging to dispute than oral communication; thus, it will serve as a reference for workers in the future. The memo indicates the activities in the office. For example, the notice conveys a message about the purpose of policy, background, and discussion that aids better communication in all detergents. The tone of the memo needs to be improved. The arrangement of the memo should address to address specific employees in the departments discussed (Gurak & Lannon, 2009).  It should focus on the topic and be brief. 
The memo is a type of informational memo because it contains announcements of the adoption of the policy. It is addressed to all employees and the content in the memo recommendation of adopting a recycling paper policy. The background and discussion parts of the memo explain the purpose of adopting the approach; thus, it is the informational memo.
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