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[0 O Points to remember while writing a memol] 1. Write correct name of the reader. You can write job title along
with name to make it moreformal.2. Subject should be brief and specificC] which can give an idea about the
purpose of the memo.3. Generallyll memos do not contain salutation or complimentary closing.4. The text of
memo should be concise] clear] to the point.[0 00 O 10 First paragraph in text area or opening paragraph
should contain background of the problemand purpose of the memo. Memaos recipient should get an overview of
the memo by reading thefirst paragraph only.[J [0 [0 200 In next paragraphsC] you can explain the steps you have
taken or methods and sources you haveused to solve the problems.[J O [0 300 Last paragraph should be the
closing segment] where you can request your reader to take anaction to solve the problem. Some people use
conclusion at the end of memo to summarize thecontent. Conclusions are also useful for suggestions and
recommendations or if you wish to make arequest to the reader.5. If there are any attachments[] always mention at
the endl after closing segment.6. Always proofread your memo before sending it.
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