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The introduction of a memo is necessary subject to the audience. The memo has a formal tone because it is addressed to all staff. The direct and brief opening states the purpose of the notice. Many directives are used in various office communication, from documentation of events and policies to simple notices; thus, a formal tone memo is appropriate to convey to all staff. The memo styles improve staff’s trustworthiness, and it is evident in the past success records. The memo takes a direct approach because it addresses all staff about a commodity that will be delayed. It is a sample of a routine communication memo. The direct approach is used to communicate important updates or regular communication in a workplace (Blyler & Mair, 1985). The purpose of the directive is indicated in the first lines of the notice.  The direct approach is appropriate because it provides a written record of announcements within an organization. The memo is a persuasive sales memo.
Memos are a very affordable means of communicating information among all workers in an organization. They serve as references for workers in the future because the information is not more challenging than oral communication (Blyler & Mair, 1985). It indicates the activities in the offices such as delay of products. For example, the memo explains reasons for delays of a product to the staffs. Memos are less disruptive compared to other means of communication. The memo should be brief and addressed to the specific employees and use more straightforward language to the audience. The memo needs to use an appropriate tone and attach relevant documents.
 The memo is an example of an informational memo because it contains announcements about delays of a product that may affect the business's sales (Gurak & Lannon, 2009). It is conveyed to all employees responsible in the sales department. The background and the body explain the effects of product delays; thus, it is a type of informational memo.
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