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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1. Give short answers to the following questions:

i. What is memorandum reports used for?
· Memorandum Reports: Purpose and Usage
· A memorandum report, often referred to as a memo report, is a document used within an organization to communicate important information, decisions, or recommendations. These reports are typically concise and are intended for internal use, serving as a means of conveying information within the organization.
· Purpose of Memorandum Reports The primary purpose of memorandum reports is to provide a formal record of communication within an organization. They are used to convey information such as updates on projects, decisions made by management, policy changes, or recommendations from one department to another. Additionally, memorandum reports can serve as a tool for documenting meetings, discussions, or agreements within the company.

· Usage of Memorandum Reports
· Internal Communication: Memorandum reports are commonly used for internal communication within an organization. They allow for the efficient dissemination of information among employees and departments.
· Decision Making: These reports are utilized to communicate decisions made by management or higher authorities to the rest of the organization. This ensures that all employees are aware of important developments and changes.

· Documentation: Memorandum reports serve as a form of documentation within a company. They provide a written record of important communications and decisions, which can be referenced in the future if needed.
· Policy Updates: Organizations use memorandum reports to inform employees about changes in policies, procedures, or guidelines that affect their work.
· Recommendations: Departments may use memorandum reports to make recommendations to management or other departments regarding specific courses of action or improvements.

ii. In what instances might a letter report be sent? Give examples.
A letter report may be sent in various instances to communicate important information, provide updates, or convey formal documentation. Some common examples of when a letter report might be sent include:

Business Reports: In the business world, letter reports are often used to communicate important information within an organization or to external stakeholders. For instance, a company might send a letter report to shareholders to provide updates on financial performance, strategic initiatives, or other significant developments.

Legal and Compliance Reporting: Legal and compliance matters often require the submission of letter reports. For example, legal firms may send letter reports to clients summarizing the status of a case, providing legal advice, or documenting key communications.

Academic and Research Reports: In academic and research settings, letter reports are commonly used to communicate findings, progress, or recommendations. Researchers may send letter reports to funding agencies, academic institutions, or collaborators to update them on the status of a project or share research outcomes.

Healthcare and Medical Reports: Healthcare professionals frequently use letter reports to convey patient information, treatment plans, test results, and medical recommendations. These reports are essential for maintaining accurate records and facilitating communication among healthcare providers.

Government and Public Sector Reporting: Government agencies often rely on letter reports to communicate with constituents, provide updates on public services, issue official notifications, or respond to inquiries from the public.

Nonprofit and NGO Reporting: Nonprofit organizations and non-governmental organizations (NGOs) may send letter reports to donors, supporters, and partner organizations to update them on program outcomes, fundraising efforts, and organizational developments.

Real Estate and Property Management Reports: In the real estate industry, letter reports are used for various purposes such as property appraisals, lease agreements, property condition assessments, and communication between landlords and tenants.

Environmental and Sustainability Reporting: Organizations committed to environmental sustainability may issue letter reports to disclose their environmental impact, sustainability initiatives, and compliance with environmental regulations.

Engineering and Technical Reports: Engineers and technical professionals often use letter reports to document project progress, technical specifications, quality assurance findings, and other engineering-related information.

Insurance Claims and Risk Assessment Reports: Insurance companies utilize letter reports to assess claims, communicate coverage decisions to policyholders, and document risk assessment findings.

iii. What is a bibliography and why is it important?
The importance of a bibliography lies in several key aspects:

Transparency and credibility: A well-prepared bibliography demonstrates the author’s thoroughness in researching the topic and provides a transparent account of the sources they have consulted. This helps readers assess the credibility of the work, as they can verify the sources and determine the author’s reliance on reliable information.

Avoiding plagiarism: By properly citing the sources used in a bibliography, the author gives due credit to the original authors and acknowledges their intellectual property. This helps prevent plagiarism, which is the act of using someone else’s work or ideas without giving proper credit.

Facilitating further research: A bibliography serves as a guide for readers who wish to delve deeper into the subject matter. By providing a list of relevant sources, readers can explore the topic more extensively and find additional information that may not have been covered in the original work.

Encouraging collaboration and discussion: A bibliography can stimulate dialogue and collaboration among researchers, as it allows them to identify common sources and discuss the findings of various studies. This can lead to the development of new ideas, theories, and research questions.

Ensuring academic integrity: In academic and research settings, the inclusion of a bibliography is often a requirement. It demonstrates the author’s commitment to upholding academic standards and maintaining the integrity of the research process.

2. Create a short memorandum report communicating the introduction of a new policy or
procedure to the workforce.












3. Create a short letter report to a client informing them of the introduction of a new
product or service they may be interested in.

Date: 07th February 2024

Dear Sir/Madam

We are excited to inform you about the introduction of a new product/service that we believe may be of great interest to you. At Remokgolo (PTY) LTD, we are constantly striving to provide our clients with innovative solutions that cater to their specific needs, and we believe that this new offering aligns perfectly with your requirements.

Regards 

Fiona Kebalefetse
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