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Speaker 1: hi nifty's welcome to nifty's English today I will explain about the another type of business memorandum okay let's start the lesson first I write a heading memorandum okay let's write memorandum okay date 28 august 2022 to all employees from head of the department subject Essential products, essential products, supply running low, please use sparingly. essential products supply running low please use sparingly okay let's write about the body of the memorandum okay i am writing to inform you that we are currently low on essential products i am writing to inform you that we are currently low on essential products this is likely to continue for the rest of the week this is likely to continue for the rest of the week until we receive out next delivery until we receive out next delivery the thing storage was caused by the demand of users, the thin storage was caused by air by the demand of users, our suppliers have issued as our suppliers have issued as they have increased the essential production levels accordingly, they have increased the essential production levels accordingly, ok, the next The next paragraph in the meantime, please use essential things spring sparingly in the meantime, please use essential things sparingly. You can use the things where they are necessary or helpful for clarity. Our company policy on the progressing, our company policy on the progressing, sorry progressing, we thank you we thank you for your cooperation at this trying time at this trying time if If you have any questions regarding essential products in the coming days usage in the coming days please email the email address head of the department at esslproduct.co.uk ok that's it ok this is one of the business memorandum ok please subscribe and press the bell icon thank you
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