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MEMORANDUM
TO: All employees at the FBI precinct
FROM: Deputy Director of the Federal Bureau of Investigations
DATE: March 14th, 2021
SUBJECT: Poor communication at the Precinct
It has come to my attention that there recently have been several cases of misunderstandings among members of this department. Everyone needs other people to share their thoughts, ideas, feelings, experiences, problems, and needs. We, therefore, should be there for one another as a department, to serve this country, and not against each other. We all know the phrase 'united we stand, divided we fall.' We cannot fall because our nation's justice depends on us, and that's only achievable if we're united. One way to reduce these disagreements is by communication, the act of passing on or sharing information (Bonvillain, 2019).
We should be cautious when communicating with one another. First off, the choice of our words (Jiang et al., 2019). Ethically and professionally, explicit and vulgar language is not allowed in any place of work. Therefore, no one is expected to be heard being insulting to a colleague, despite holding different positions here at work. It may not lead to termination, but one could be suspended, which does not look good on anyone’s records. Choice of words is to be checked by every employee not only in speaking but also in writing.
Voice quality should also be looked at by every employee. This is the tone and volume we use when communicating. It is definitely not a good thing to be yelled at or spoken to in a demeaning tone, to say no one can do that to the other person to achieve a conducive workplace. Body language is also a big part of communication. The facial expressions we make while speaking can tell a lot to the other person. Hence, we should be considerate with our body movements' choices to ensure the message we intend to send is received without provoking unintended feelings or emotions to the other party.
When communicating, we should clarify our ideas of communication. The person who sends the message should have a perfect idea of what they want to say. They should be mindful of the goal of their message and, as a result, should rationally organize their thoughts. Employees are also urged to be aware of their message's content, tone, and language (Jenifer & Raman, 2015). The sender should make certain that the message is written in the simple and attractive language. The sound of the message should not be hurtful to the receiver's feelings. The message's contents should be kept as short as possible, and extensive use of technical terms should be avoided.
For anyone passing information from above, or anyone really, all employees should be considerate of the receiver's need. The communication sender should arrange the message not according to their own level or capacity but rather with the receiver's level, understanding, or atmosphere in mind. The message's subject matter should be beneficial to the recipient. The receiver's needs and desires should be taken into consideration. In this case, communication is more efficient. 
Moreover, there is no room for error in our work line, calling for consistency in the messages we communicate. The information submitted to the recipient should not conflict with itself. It should be consistent with the organization's goals, strategies, programs, and techniques. When a new message must be sent in place of an old one, the change should always be noted; otherwise, it will confuse. 
In agreement, communication is not complete without feedback. Employees should always confirm, in a friendly way, what they communicated was understood. If not, they should be gracious enough to pardon. If an employee hands over a case to someone else, they can get feedback by checking in regularly to see the progress as feedback. Employees should also be good listeners; they should concentrate and show patience as they listen. Paying attention to detail is important in what we do, and we collect these details from listening closely to colleagues, even witnesses at crime scenes.
Respect also plays a major role in communication. We should be sensitive to everyone here, regardless of race, origin, religion, gender, among other factors (Jenifer & Raman,2019). Speaking ill of other people’s beliefs can be a major source of disagreement and is regarded unacceptable, especially in their presence. How people feel affects how they work, and everyone should be at their best feelings to do their best. Employees should stand to be corrected when wrong and ask for forgiveness immediately instead of waiting for the situation to escalate.
Any questions or any help needed from my office is available.
Kind Regards,
Deputy Director of the FBI.
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