Lecture 8
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  Hello and welcome to your eighth lecture.  In this lecture you will learn the following things:


We will now study some internal methods of communication.  These are memoranda and reports.

Memos are always informal or internal means of communication.  But reports could be both internal and external means of communication.

Now let us start with memo or memoranda.  Memoranda are written in short as “memo.” 

Memos serve various purposes.  These could be as follows:


Some organizations may have printed stationery for memos.  You may turn to pate 117 of your book to have a look at some examples of these printed memos.

Now let us see the characteristics of memos so that you know how to write memos.

Characteristics of memos:
· Memo headings should show who the sender of the memo is along with designation.

· The memo headings should show to whom the memo should be written along with his/her designation.

· The memo headings could show a reference.

· The memo headings should show the date when it was written.

· No inside address is required in memos

· Courtesy titles as Mr./Mrs./Miss/Ms should be omitted in memos.

· Salutations and complementary close should be omitted in memos.

· Blocked style should better be used in placing the body paragraphs.

· The body paragraphs should come after 3 or 4 lines after the date line.

· The memo should place a heading for the topic discussed in the body paragraphs.

· Each paragraph in the memo should cover a particular theme.

· If the memo deals with more than one topic then separate headings should be used and these should be numbered, for example, 1, 2, 3 …..

· The sub-headings, if any, should also be numbered, for example, 1.1, 1.2, 1.3…, 2.1, 2.2, 2.3….

· No complementary closing is required but some space is left at the end of the body paragraphs to include only the signature or initials of the writer.
· Enclosures could be added at the end of the memo.


You can see an illustration of a memo on page 

 of your book.

Now let us see the structure of the memo.

As you can see in the illustration after the major headings --- To, From, Reference and Date there is --- the Subject Heading.  This subject heading gives a brief indication of the topic discussed in the memo.

The main body of the memo has the same structure as you have learnt in written other written business communication.  These are:
Introduction:

This part of the body gives the background information.  Among these you can:

· Give a brief reason for writing the memo

· Refer to previous communication

· Answer who? What? Where? When? type of questions

Details:

This part of the body gives the fats and figures.  Among these you can:

· Give logical sequence of events

· Give separate paragraphs --- each one dealing with a separate aspect of the main theme

Response:

This part of the body gives the action statement.  In it you can:

· State action you want the reader to take

· State the action you will take

· State any deadline of any action etc.

Close:

This part of the body gives the conclusion of the memo.  In it you can:

· Give a one line of relevant statement if necessary.

Now let us turn to what should be the tone of the writing in the memo.

Since the memos are written between or among persons of the same organization, the memos should be written in an informal style.

The messages in the memos should be concise but they should still be courteous, clear and correct.  For example, 
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You should not be abrupt or impolite.
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You should use the term please when requesting.
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You should not be over polite and use lengthy terms as “I should be very grateful.…” or “would you be kind enough to….”
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You should not use unnecessary expressions as “Thank you” “Kind regards” etc.

In writing memos the tone of the writing should depend primarily on the status of the sender and the recipient.
The tone of the writing in the memo also depends upon the topic of the memo.

Now you will move on to another means of internal communication.  It is the report.


Reports could be of various types.  Now let us see these.

Depending on the nature of the topic and how often the reposts are prepared in the organization, the reports may be routine or special.

Routine reports

Routine reports are prepared often in an organization and their topics are not extraordinary for the organization.  For example, for some organizations the following may be routine reports:

· Representatives’ reports on sales visits

· Managers’ reports on the work of their departments

· Equipment and maintenance report

· Progress reports

· Safety reports

· Accident reports

Special reports

Special reports are not prepared often in an organization and their topics are extraordinary for the organization.  For example, for some organizations the following may be routine reports:

· Reports written in response to requests for specific information

· Reports made on a special topic after research and investigation

· Report regarding a change of policy

· Market research report

Depending on the complexity involved and size of the report, the reports may be simple or detailed.

Simple Reports

Reports could be short and simple.  In simple reports only a simple statement is recorded.  This statement could be about an event, a visit, or some other circumstances along with a note of any action taken.

Detailed Reports

Detailed reports include explanations of facts, conclusion, and perhaps recommendation for future action.

Often detailed reports require research, which may involve interviews, visits etc.  So for the purpose of preparing detailed reports investigation may be required and questionnaires may have to be filled in.

(We shall discuss about how to make the questionnaire in your last lecture, lecture 13)

The information in the detailed report may be presented in tabular or graphic form.  After that the conclusion and recommendation may be given.

(We shall discuss about presentation through tables, graphs and diagrams in lecture 13.)

Depending on how the report is prepared and how it is structured and presented, the reports may be formal and informal.

Formal Reports

Formal reports are written by a committee or group of people.  These could be prepared for internal and external use in the organization.  Usually formal reports are written for a special purpose.  They are written after detailed investigation or research about a topic.  Formal reports usually follow a prescribed format.

(We shall discuss the format and other features of the formal report in the following lecture.)

Informal Reports

Informal reports are usually prepared for internal use in the organization.  An informal report does not have to follow a prescribed format like the formal report.  It could be composed in a memorandum style.  And so it is often called memorandum report.

(We shall discuss the format and other features of the informal report in the following lecture.)
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What are memos and what are their purposes?


What is the structure of memos?


What should be the tone of memos?


What are reports?


What are the different types of reports?








Memo is a written form of communication from one person to another, or to a group of people within the same organization.














The Purposes


Of


MEMOS





To inform of decision, actions, etc.





To request decisions, actions, etc.





To provide information of any kind





To remind someone of action which is required
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Reports are a means of giving and receiving information.  These could be oral, such as, in a meeting a report may be orally presented.  But these are usually written forms of communication.  Reports could be used for internal and external communication.





The ultimate goal of reports is to provide the foundation for decision-making and action.
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