** [Your Agency/Department Name]**

**[Your Address]**

**[City, State, Zip Code]**

** [Date] **

**MEMORANDUM* *

**TO:** [Recipient's Name]

**FROM: ** [Your Name]

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

**Introduction**

[Briefly state the purpose of the memo.]

**Background**

[Provide any necessary background information related to the subject.]
**Details**

[Outline the main points, findings, or instructions that the memo
addresses. |

**Conclusion/Action Items**

[Summarize your main message and any required action from the
recipients.]

**Attachments:**

[List any attached documents, if applicable.]

**Cc:** [Names of others who should receive a copy, 1f necessary]



