TO: Management at Walker-Hunt 
FROM: [Your Name] 
CC: [Your Instructor’s Name and Class Section] 
DATE: [Assignment Due Date] 
SUBJECT: [Title for your memo] 
 

Recommendations for Walker-Hunt
Here, briefly state the purpose of writing the memo, which in this case, is to propose a plan to assist Walker-Hunt (WH) with communication issues post-acquisition.

Summary 
In this section, provide a background of the issues being addressed. Start with a compelling sentence. Example: “In the acquisition of Sato-Yamamoto, Walker-Hunt is faced with the challenge of [XYZ].”  Highlight the key points that will be discussed in the memo without going into detail. This should set the stage for the recommendations and should be linked back to the need for taking action. 
 
Discussion 
This is where the bulk of the content will be. Start with an analysis of the challenges faced by the new employees, providing evidence from research or data to support your points. Discuss the implications of these challenges on the company’s operations and employee wellbeing. Keep the tone professional and avoid placing blame. 
 
Recommendations
Finish the memo with your two specific recommendations. Example: “I propose [My first recommendation] and [My second recommendation] …” State the immediate actions that should be taken and discuss any long-term strategies that could be beneficial. Explain how these actions can be implemented and the expected outcomes or improvements for the employees and the company as a whole. 
 
Closing Remarks 
End with a professional closure, inviting the managerial team to contact you for further discussion or clarification of the recommendations. 
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