
[Your Company's Letterhead]  

[Date]  

To: [Recipient's Name]  

From: [Your Name]  

Subject: [Subject of the Memo]  

Dear [Recipient's Name],  

[Opening paragraph: Briefly state the purpose of the memo.]  

[Body paragraphs: Provide detailed information, explanations, or 

instructions.]  

[Closing paragraph: Summarize key points or next steps.]  

Thank you,  

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


