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Memorandum 
[bookmark: _GoBack]DATE: October 16, 2019 
TO: (professor’s name)
FROM: (name of student)
SUBJECT: Launch of Library Catalogues.
Due to excessive complains from the students about difficulties to find books and other educational material in the library, its good to communicate to you that the launching of library catalogue will be postponed until October 28.
Launching of library catalogue needs more additional time to make sure that the new documentation style of books in the system will be effective and everybody within the university can access the books without difficulties. Therefore, additional time will help the library staff to teach students on the various ways of excessing the catalogue system that will enable them to be familiarized with the catalogue system in the library, hence saving time while looking for the material in the library.
The knowledge acquired by some few students will help them to teach other students on how to access the library’s books faster throughout the catalogue system that will help them to save time. During this time, library staff will develop quick reference cards that will help those students who are not familiar with using the library catalogue system to find books and any other learning materials in the library. Quick reference card will have steps to follow that will help students to locate books and other reading materials, hence saving time. From these reasons, I have decided to postpone the launching of the library catalogue to date 18th October so that the students may have an additional time to be familiarized with the system for easier functioning.
