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Sample Memo-1

1. (Interoffice) Memorandum

2. 10 March 2007

4. To: H.R. Khan, Sales Manager
S.From: A.K. Shafiqul Alam, Chairman,

6. Topic: Mr. Syed Rafique

( Mr. Syed Rafique will retire as Chief

As you all know, Mr. S. Rafique has ¢
for over 25 years. During his office as chi
8 years, we have seen a period of trem

company, despite many obstacles and dif}
2

Mr. S.A. Majumder has been app.
his place. He is going to join on 25
me in wishing him EVery success.

‘We have arranged a meeting to
Majumder. You are invited to join the p
\ on 22 March at 16.30 hours. 3
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Sample Memo-2

Q 78, Satmasjid Re
Dhanmondi
Dhaka

Neuron Metalloscope

Memo
To - All Supervisors
From . The Chief Executive
Date -7 October 2007

Subject : New Machinery

We are introducing TS1000 and SD200 machines as
company’s expansion programme. These machines are ¢
increase productivity and reduce costs. As a result, we ¥
more competitive in overseas markets. F

The machines will not affect job security of ’
Of course, all production staff should be retrained in t
the machines. ' -

Please call a meeting of your respective depa m
and inform them of the changes.

Sample Memo-3

: English Department ot
Asian University of Bangladesh
Uttara Campus
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To . All faculty members

From - Head of English Department
Date : 20 November 2007

Subject : Monthly meeting of the department

The monthly meeting of the department will be held at Uttara
campus on 25 November at 11.30 hours. The agenda are as fo!l‘.qwr e

) Confirmation of the minutes of the last meeting. F-
2) Admission plan for the next semester
3) Misc. B

All faculty members are requested to attend the meeti
their respective personal files.

CcC The Registrar
The Academic Director

Sample Memo-4

Memo
To . All support supervisors
From . T.R. Khan, Director

Date : 5 October, 2007
Subject : Enhancement of Eid bonus for the support §
The company has decided to enhance the

support staff in consideration of the recent
commodities. The increase will decided be as follo

Service Rate of increas:
10 years or more 30% over the p s
5109 years 25% over the pr
Less than S years 20% over the pre

Bonus cheques will be issued to each support sta
regular pay cheque 15 days before the coming Eid.
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Examples of Memo

. Suppost
given qn extra bonus

the industry. You want to
Now, write a memo for the officials and the workers of

ry in order to make them conscious of their a¢

to all kinds of officials and worke
get more production from t

indust
more hopefully.

Memo

o
To - All officials and workers

From : Robert Parker

Subject : Urging more activity

PR

You are part and parcel of my industry. Our progress
depend on your dedication and performance. [ know th
doing a lot for the industry. [ have already given you the
as an incentive. | hope that you will be more active and d
the gradual development of the industry. Good wishe

2. Suppose you are the manager of 2 company..
colleagues has given up his job. Write 2 memo ¢

him.

Memo

To - Abul Hossain Date: Sept
From :Bashar Chowdhury b
Subject : Saying Goodbye
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ation letter that you'll be leaving the

- / "Si 1 ’ '
 learet {100 7 S th and moving to Chittagong. Tl

company at the end of the mon
certainly miss you.

During the past four year |
I've never seen you turning down any job, no matt’er 3
small. No deadline was ever too tight, and no joke was

s it's been a pleasure to work with you.
’ how big or how

corny to make you laugh. |
I iti )

[ wish you the best of luck in your new position. i€

; = 3

now and then and let us know how you're doing!

3. Suppose you are the stockbroker of a ﬁnanci:
new employee is going to join your tea
consultant. Write him a memo of welcome.

Memo

To : Irene Khandakar Date: Se
Financial Consultant
From :Imamul Hagq, Stockbroker

Subject : Welcome to Haider Leasing Co.

Just a note to welcome you to the firm! The
your speciality in mutual funds, which fills '

confident you'll be a valuable addition to our cor
look forward to working with you.

If you feel any difficulty here, please cons
able to help you in any official matter.

As you may know, our firm has a reputati
best financial services in the city. We're all p ou
and I hope you'll be proud to re I

present us. Best y
career at Lescher & Brown. ‘
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4. Suppose you are the store manager of a company. An
employee has recently been promoted to the position of
supervisor. Write a memo to all employees of the compar
informing his promotion. |

Memo

To - All Employees
From : Gita Sarkar, Store Manager

Subject : Promotion of Minnat Ali to Supervisor

[t is my pleasure to announce that Minnat Ali h:
to supervisor of our Customer Service Departmen
January 15, 2005. Minnat’s first job will be to
storewide customer survey to help improve our servi

A graduate of Dhaka College, Minnat sta
salesperson in our Men's Wear department. He was
to Customer Service to handle our complamt :
investigate customers' faulty merchandise claims. |
resulted in a 13 percent reduction in customer s.ef

Please join me in congratulating Minnat on hi
wish him continued success in his fine career.

5. Suppose you are an officer of a company.
sculpture has been installed in the centra
office building. Write a memo of
mentioning its hazards. ‘

Memo

To : The Managing Director
From . Bipul Halder, Accountant

Subject : Metal Sculpture in Central Lobby

F-18
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tal sc re in th
| should protest the placement of the Galib metal sculpture e

central lobby. The artwork has become something of a hazard. Its

long spiny tendrils catch on clients™ trousers, coats, mufflers, and
briefcases and are sharp enough to tear cloth.

I would hate for our law firm to find itself on the wrong éi d of :

personal damages suit. Could we move the sculpture into the 1

conference room or somewhere less hazardous? Please adv

6. Suppose you are the factory supervisor of a comyj
want all the employees to follow the safety rules
Write a memo reminding them all of the necessitie

-

Memo

To : All Employees Date: Septem!
From  : Sonia Howladar, Factory Supervisor

Subject : Safety Precaution — Nonslip Boots

A number of workers are not wearing their nonsli
while working in the clean room. Please wear these |
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Exercise

Write memorandums on the following: :
| Suppose you are the sales manager of a company. Write a memo
1o all sales representatives announcing bonus for their yeaﬂy,
sales performance. ;
5 As the accounts director of a company, write a memo to all the
staff of the accounts department to work for extra hours before
Eid holiday.
Suppose you are the Head Clerk of a high school. Write a me ,«_
10 all the office staff calling a meeting to discuss the possibl
expenditure for the annual sports of the school.

s

4 As head of the department of Islamic History and Culture i
college write a memo to your colleagues calling a meeting
discuss measures to collect some specimens for the department

museum.
5. Suppose you are the manager of the embroidery department i
garments factory. Call a meeting using memo format, of ye
colleagues, to discuss introducing new designs in embroid'

6. As Principal of your college, call a meeting, through a me
your teaching staff, to discuss the problem of shifting the
for the test examinations of the college.

7. As the Headmaster of a high school, write a memo callin
meeting to discuss the building of a hostel for the female studen

8. You are the chairman of Bangladesh Pharmaceutical Lim
Write 2 memo to department managers to discuss a farewe
Mr. Z. M. Sarker who is going to retire as Chief Executive.

You are the Director General of a company. Write a me
your office staff to attend a meeting to welcome Mr.
Shiekh who is joining as Chief Engineer of your companys

SUpplose you are the Registrar of a private university.
-meetmg of all the heads of departments to discuss the pr' -‘
upplying the students with text-books.



