
**BNSF Internal Memo** 

**To:** [Recipient Name]  

**From:** [Your Name]  

**Date:** [Date]  

**Subject:** [Subject of the Memo]  

--- 

**Introduction:**  

[Briefly introduce the purpose of the memo and the key points to be 

covered.] 

--- 

**Background:**  

[Provide context or background information relevant to the subject 

matter.] 

--- 

**Discussion:**  

[Discuss the main points, findings, or issues. Use bullet points for 

clarity, if needed.] 

- [Point 1] 

- [Point 2] 

- [Point 3] 

--- 

**Recommendations:**  

[Outline any recommendations or suggested actions to be taken following 

the discussion.] 

--- 

**Conclusion:**  

[Summarize the main points and restate any calls to action.] 

--- 

**Attachments:**  

[List any attached documents or additional resources, if applicable.] 

--- 

**Cc:** [Other relevant recipients]  

**Bcc:** [Optional recipients]  

---  

[End of Memo] 


