
[Your Name]  

[Your Job Title]  

[Your Organization]  

[Date]  

MEMORANDUM  

To: [Primary Recipient's Name]  

CC: [CC Recipient's Name(s)]  

From: [Your Name]  

Subject: [Subject of the Memo]  

[Body of the memo - start with a brief introduction, then detail the 

information or message you wish to convey. Conclude with any necessary 

action items or follow-up.] 

Thank you,  

[Your Name]  

[Your Contact Information] 


