MODULE - 23
Writing Memosand
Letters

WRITINGMEMOSAND LETTERS

Notes

Communicationintheofficeisquitedifferent from personal communication. Inthe
office, weneed to keep in mind office proceduresand rules. Written communicationin
the officeismeant asmuch for record asfor reference. Two very important kinds of
written communicationin the officearememosand letters. Theaim hereisto provide
you with acomprehensive understanding of how to write effective memosand | etters
for various purposes.

LEARNING OUTCOMES

After completing thislesson, thelearner:
° Recognisesdifferent stylesof letters;
° | dentifiesdifferent componentsof effectiveletters;

° Developstheahility to useclear, concise and professional languagein memos
and |etters.

° Composesmemosand | ettersbased on real-life situations,

23.1 MEMO

TheLong man ConciseDictionary of BusinessEnglish definesmemo as

“aninformal written or typed message to someonein the same officeor organisation,
sentinplaceof aletter.”

Or
“ashort informal note or report-on somedeal or event or conversation.”

A memoisabrief written message used primarily for internal communicationwithinan
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organization. Memos are used to shareinformation, updates, or instructionswith
colleaguesor subordinates. A memoisgenerally used for sending messagesfrom one
department to another within the same organization.

STRUCTURE

Heading: Includestheword“Memo” or “Memorandum,” date, to, from, and
subject.

Opening: Briefly statesthe purpose of the memo.

Body: Providesdetailed information, including background, discussion, and any
actionrequired.

Closing: Summarizesthememo’smain pointsor actionsneeded, and includes
apolitesgn-off.

Given below isan example of amemo.

MEMORANDUM
4 th Nov. 2000
From:- Director (Building)
Subject:- Security Measures
To:- The Security Manager

After threeincidentsof theft of scootersin the previousweek from our parking
shed, itisimportant that security measures should betightened withimmediate
effect. A strict check at the entrance and exit gatesisrequired. Only permanent
token holders should be allowed to park their vehiclesin the parking shed.

(&) Pleaseissueidentity cardstoall theemployeesof the establishment with
their recent photographs.

(b) Eachemployeeshould begivenatokenfor higher vehicle.

A full-time parking shed caretaker should be appointed with immediate effect.
Financial sanction be obtained. Manager (Personnel) be consulted about the
recruitment rules.

Please discussthese and other security measureswith membersof the staff. Their
suggestionswill bewelcome.

S/
Director (Building)
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Theshort form of memorandumismemo.

So, officememosare:

neither lettersnor notices

providesingruction andinformation.

23.1.1HOWTOWRITEAMEMO?

Whilewritingamemo you should keepin mind thefollowing points:-

State the subject clearly and precisdly.

Get to your main messagedirectly.

Makeyour sentencesshort and smple.

Give preferenceto direct statementsusing personal pronounsif necessary;
e.g., instead of saying,

“Thechairman hasdesired that al section heads prepare monthly reportson the
implementation of the project and submit the same to the undersigned for
compilation.”

You cansay:

“1 have been asked by the Chairman to compile all monthly reports on the
implementation of the project. Please send meareport pertaining to your section
by the 7th of the month.”

Break up your messageinto points.

Makeit brief becauseyour reader may beabusy person and may not havetime
to read along message.

- e uEsTIoNszs:

1.

Given below isajumbled-up memo. Put the sentencesin their right order and
rewrite thememo in your exercisebook.
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MEMORANDUM
From:- Supervisor
Subject:- Misuse of Computers
To:-Mr XYJ
Computersare shut down properly after use.

Games and other means of personal amusementsare not played on office
computers.

Pleaseensurethat thefollowing measuresarefollowed strictly by membersof
the staff.

Computersin the common pool are not switched off after use.
Computersare used for playing games.
Onthe subject stated aboveit has been observed that:-

s/

Supervisor

You areorganisingacommunity service project for thewefare of the street kids
inyour locdity and need volunteers. Writeamemoto your classmatesexplaining
the project, its significance, expected outcome and requesting volunteers.
Mention the date, time, and how they can signup to help.

AsaClass Representative, you need to remind students, on behalf of your
teacher, about the upcoming deadlinefor aproject submission. Writeamemo
that detail sthe submission date, project requirements, and whomto contact for
questions.

Imagineyou arethe Head of the Student Council, and you need to informyour
fellow studentsabout an upcoming school event to showcaseHonourablePrime
Minister NarendraModi’ svisionfor Viksit Bharat. Writeamemo announcing
theevent, including the date, time, location and any preparationsthey need to
make.
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232LETTER

A letter isawritten messagefrom one party to another containing information. L etters
canbeformd or informa and areused for avariety of purposesincluding communication
with externa entitieslike businesses, inditutions, or individuas.

STRUCTURE
e  Sender’sAddress: Your addressat thetop right corner.
° Date: Below the sender’saddress.

° Recipient’sAddress. The address of the personyou arewriting to, placed on
theleft, starting below the date.

° Salutation: “Dear [Name/Title],” to greet therecipient.

° Body: Introduction, main content, and conclusion.

° Closing: “Yourssincerely,” followed by your signature and name.

° Enclosures: Mention any documentsyou areincluding with thel etter.
TIPSFOREFFECTIVEWRITING

° BeClear and Concise: Usesimplelanguage and get straight to the point.
° UseProper Format: Follow thestructurefor |ettersclosely.

° Proofread: Alwayscheck your writing for spelling and grammar mistakes.

° BeCourteous Maintain adignified tonethroughout your |etter.

2321LETTER OF COMPLAINT

A letter of complaintisaformal way of communicating your dissatisfactionwith a
service or product. It'simportant to be clear, concise, and respectful, even when
you' reunhappy with something.

Weoften havetowritelettersof complaint to variousorganisations. Thisskill isvery
useful when you need to convey our issueswith aproduct or aservice, inaformal and
congiructive manner.

Whiledrafting lettersof complaint we haveto state the complaint clearly and be polite
without blaming anyone. We also haveto giverelevant referencesand details. We
must state very clearly what wewant the company to do.
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WritingMemosand ADDITIONAL POINTERS

Letters : . .
° Say Politeand Respectful: Evenif you reupset, apolitetoneismorelikely
toresultinapositive outcome.
° ProvideEvidence: Attach or mention any receipts, warranties, or photographs
that support your complaint.
Hereisan example:
From:- 24th Dec, 2023
Notes
Rocky Pens

Mayapuri Industrial Area, New Delhi
To-
Neverlock Fountain Pens
OkhlaEstate, New Delhi
Subject:- Defective supply.
Dear Sir,

We wish to complain about the 500 ball point pens supplied vide your invoice
letter No. NL/RP/. FP/ 2023 dated 28th Nov, 2023.

We regret to inform you that only 100 pens are in working order. Rest of the
supply hasoneor two of thefollowing defects:

Cracksincaps

Looseclips

Dry rdfills
Pleasereplace the 400 defective pensat the earliest.
Looking forward toyour early action.

Your sncerely

A D Gupta
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Theaboveletter containsthefollowing:
’ Sender’'sName Date
and Address
Addressof person
or firmintended for
Subject
Body
references
nature of defect
request for replacement
Closng
1.  Imaginethat you arethe Manager of VXT Textiles, Ludhiana. You had placed
an order for the supply of 16 boxes of Silk Sareeswith Shree Cloth Mills,

Chennai. But you havereceived 16 boxes of Chennai Cotton Sarees. Inyour
exercisebook, writealetter of complaint and request for replacement.

2. Imagineyou bought anew Samsung smartphone onlinefrom Amazon, but it
stopped working within aweek. Write aletter to Amazon complaining about
thefaulty product. Request areplacement or refund. Provide evidence of your
purchase and the problem being faced.

3. Writealetter tothe Manager complaining about the poor serviceyou received
at the Swagat restaurant, Ahmedabad, on your birthday. Describetheissues
with the serviceand how it affected your celebration. Suggest how they might
improvether serviceinthefuture.

4.  Youreceived abill fromyour internet service provider, Airtel, charging youfor
aplanthat you did not subscribeto. Writealetter to theAreaManager, Customer
Service, Airtd, highlight theerror, provideevidence of your actud plan, and ask
for thebill to be corrected.
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27.22LETTER OF ENQUIRY

A letter of enquiry isforma communication asking for specificinformation or details. It
should beclear, concise, and to the point, ensuring the reci pient understands exactly
what informationyou' reseeking.

Thistypeof |etter isused when you seek information, clarification, or detail sabout
something. It could be about acourse, product, service, or any general information.
By mastering the art of writing enquiry letters, you can effectively communicate your
curiosity and obtain theinformation you need.

Hereisasampleletter of enquiry.

[ From:
International Correspondence College, 21st Jan. 2001
New Delhi
To-
M/s. Eagle Offset Printers.
NarainaVihar,
New Delhi
Subject:- Enquiry about the progress of printing and supply of lessons.
Ref.- (i) Yourletter No. ICC/L/Eagle/2000, date 19th Dec.
(i)  Your letter No. ICC/L/Eagle/2000, date 12th Nowv.
Dear Sir,
Withreferenceto theabove subject you arerequested to let usknow thefollowing:
No. of lessonsyet to be printed.
No. of illustrationsyet to be made.
Dateof dispatch of theprinted material.
Wewould liketoinformyou that you are aready late by two weeks.

Asper clause 3 (b) of the agreement afine of Rs. 100/- per day will be charged
for delay in completion of the assignment.

Kindly treat thismatter asmost urgent and send usthe material immediately.
Yourssincerely,
(Vinod Mankad)

Dy. Director
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Whilewriting aletter of enquiry remember thefollowing points:-

the contents of theletter should mention references (lettersand agreements) of
both parties (sender and addressee)

theenquiry should be specific
it should makeclear that the matter isurgent and needs special attention

| rexrQuEsTIoNS2322

1.

Hereisanincompleteletter of enquiry. Completeit by filling up theblanks. you
can usethewordsgiven inthe box.detail s, terms, requirement, manufacturers,
reference, enquiry

[detai |'s, terms, requirement, manufacturers, reference, enqui ry]

[ From:

Trendy FurnitureLtd.,
Bhopal
To:
ThePrincipa
SJSchoal,
Ddhi
Subject:__i_about detailsof furniturerequirement.
Dear Sir,
Thisiswith__ii__toyour advertisement inthe Indian Express, inviting tendersfor

sted /woodenfurniture.

We happento beoneof theleading_iii_of steel furniturein Bhopd.
Couldyoupleasegiveus_iv_of your_v_andother_vi_and conditionsif any.
We offer a10% discount to educationd ingtitutions.

We hopeto hear from you soon.

Yousincerdly,

SK Jha
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Writing Memosand 2. Imagineyou areinterested in aspecific course offered by the Ramakrishna
Letters Mission Institute of Culture, Kolkata. Write aletter to the Program Manager
enquiring about the course details, such asduration, fees, digibility criteria, and

the admission process.

3. Youwantto buy alaptop from Lenovo and have shortlisted amodel. Writea
letter tothe Lenovo Retail store enquiring about thelaptop’savailability, price,
warranty period and any ongoing offersor discounts.

4.  Writealetter tothe NGO, Akhand Uday Foundation expressing your interestin
Notes volunteering with them for rural development activitiesand poverty alleviation
and skill development workshops. Ask for information about their upcoming

projects, volunteer rolesand how you canjoin.

@" WHAT HAVE YOU LEARNT

° Lettersarewritten on aletter head but memos arewritten on aplain sheet of
paper or on amemo format.

™ Theformat for lettersand memosisdifferent.

e  Thestyleof writingisindirect inlettersbut isdirectinmemos.

®
TERMINAL QUESTIONS

1.  Givenbelowisanincompleteletter of complaint. Completeit by using the
followingdues-

e Anorder of 1200 silky blankets packed in 12 wooden boxeswas placed-
only 900 blankets packed in 9 boxes has been received-remaining 300 to
be sent as soon as possible so that the same can be distributed before
month end.

Dear sir,

We havereceived your consignment of silky blankets against our order No. AK/I/
231, dated 16th March, 2000.
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Weregret

Yourssincerely,

XYZ

2.

Givenbelow isthetext of amemo sent from the Manager to Mr. Rakesh Kumar
confirming the decision reached at ameeting. The meeting washeld to discuss
Mr. Kumar’sleave application aswell asnecessary follow up action. Number
the sentencesintheright order.

(| amwrit ng thisto confirm the decisionsreached yesterday at our meeting.

through thelunch hour to partialy make up for thetimelost in themorning.

You will beallowed toleave office one hour in advance, i.e. at 4.00; p.m.

Youwill begivenleavewithfull pay for tendaysfromMay 1% toMay 10thto
enableyouto takethe CSexams.

FromMay 11th youwill follow theworking hoursexcept that you will putin
three hoursof extrawork on all Saturdaysin May to completethe Annual

Report.
Thisarrangement will continuetill April 30th, when your CSexamsbegin.

Youwill henceforth beat your desk no later than 10.00a.m. and shall work

Imagineyou arethe Head of your school’s Student Cultural Committee. Write
amemo to your committee membersinforming them about an upcoming event
andtheir responsibilities.

Writeaformal letter to the Principal of your school requesting permissionto
organise ascience exhibition on World Students Day, October 15, late Dr A P
JAbdul Kalam'’shirthday. Includethe purpose of the exhibition, the proposed
dates, and how it will benefit the students.

ENGLISH COURSE (302)

MODULE - 23

Writing Memosand
Letters

Notes

135




MODULE - 23

Writing Memosand
Letters

Notes

136

Writing Memosand L etters

A
‘ I ANSWERSTO INTEXT QUESTIONS

231
1.

From:- Supervisor

Subject :- Misuse of Computers

To:-Mr.-XYJ

Onthe subject stated aboveit has been observed that:-
1. Computersinthecommon pool arenot switched off after use.
2. Computersareusedfor playing games.

Please ensurethat thefollowing measuresarefollowed strictly by members
of thestaff.

1. Computersare shut down properly after use.

2. Gamesand other means of personal amusementsarenot played
on officecomputers.

sd/-

Supervisor

2. Individud answver

3. Individud answer

4. Individud answver

2321

1. Individud answer

2. Individud answver

3. Individud answver

4. Individud answver

23.2.2

1. i.enquiry ii. reference iii. manufacturers iv. details

V. requirement vi.terms

2. Individud answver

3. Individud answver

4, Individud answer
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