


IQRA NATIONAL UNIVERSITY 
[bookmark: _GoBack]Assignment 
Waleed shah 
2nd semester 
MEDIA STUDIES AND MASS COMMUNICATION
ID : 15818


Memorendum
Memo is defined by the Cambridge English Dictionary as “a message or other information in writing sent by one person or department to another in the same business organization.” The word memo is a shortened form of the word memorandum, and has the same meaning. A memo is usually used to communicate information in a formal or official way, and is used when verbal communication will not suffice. Additionally, a memo may be used to communicate information that may need to be frequently referred back to (such as a change in procedure). Important components of a memo include the designated audience, date, subject, message itself, and sender information. Generally, a memo would be sent to a group of people rather than an individual. For example, a manager might write a memo to his employees to let them know that a dress code policy change has been implemented. Generally, a memo may read like a formal letter. Additionally, a memo is not usually sent from someone in a lower rank to someone in a higher rank. It would be highly unlikely for a subordinate to send a memo to their supervisor.


Format of Memo
The format of a memo is much simpler. You write “Memo” or “Memorandum” at the top, followed by a To line, a From line, a Date line, a Subject line, and then the actual body of the message. Traditionally, you would print out a memo and distribute it to the relevant parties inside your small business.


What are the 4 headings in a memo?

· heading. The heading of memorandums is designed to allow a reader to understand what he or she is looking at, and decide quickly whether he or she should read it. The heading has four or five parts, appearing in this order. ...
· purpose.
· summary.
· background/discussion.
· conclusion/action.

Basic Elements of Memo diagram is also given on the other page.
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Conclusion

Memo Definition • A memo is a document typically used for communication within a company. Memos can be as formal as a business letter and used to present a report. Usually you write memos to inform readers of specific information.
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