Usage of Memorandums,
Notifications, Letters, and
D.O. Letters in a Government
Tripura Department




®1. Introduction

* Overview of Written Communication in Government Offices
* Importance of clear and effective communication

» Different forms of written communication




emorandums (Memos)
Purpose and Usage

Infernal communication within departments
Communicating policies, procedures, and official business
Format and Structure

Header, date, subject line, body, and conclusion
Examples’and Scenarios

Announcing new policies

Internal updates and reminders




®» 3. Notifications

 Purpose and Usage
* Public announcements and official notices

* Legal and regulatory updates

 Format and Structure

« Title, reference number, date, body, and signature
« Examples and Scenarios

« Changes in government regulations

* Public service announcements




» | etters

 Purpose and Usage
* Formal communication with external parties

« Conveying detailed information and official correspondence

 Format and Structure
« Salutation, body, closing, and signature
« Examples and Scenarios
« Correspondence with other government agencies

« Communication with the public and stakeholders




»5. D.O. Letters (Demi-Official
Letters)

Purpose and Usage
Semi-formal communication between officials
Personal touch in official matters
 Format and Structure
Salutation, body, closing, and signature
« Examples and Scenarios
Requests for information or action

Follow-up on previous communications



®»06. Best Practices

* Clarity and Conciseness

« Keeping the message clear and to the point

« Professional Tone

* Maintaining a formal and respectful tone
*  Proper Formatting

* Adhering to standard formats and guidelines




»/ Conclusion

« Summary of Key Points

* Importance of Effective Written Communication

* Enhancing efficiency and transparency

« Building trust and credibility




What is a note in an official file

= |n an official file, a note is a written remark or record that helps facilitate the disposal of a paper
under consideration. It typically includes:

1. A précis of previous papers: A brief summary of the documents or issues being discussed.

t or analysis of the question(s): Detailed examination of the matter requiring a

3. Suggestions for action: Recommendations on the course of action to be taken.
Inal orders passed: The decisions or directives issued by the officer.

Notes are usually written in a clear and concise manner, often in the third person, and broken into
numbered paragraphs for easy reference. They are essential for maintaining a clear record of the
decision-making process and ensuring that all relevant information is considered.



®»Some very real samples




Thank You




