
[Your Company Logo] 

**Internal Memorandum** 

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

**From:** [Your Name]  

**Date:** [Date]  

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

--- 

**Introduction:**  

[Brief opening statement about the purpose of the memo.] 

**Body:**  

[Detailed information regarding the HR matter. Include relevant details, 

policies, or announcements.] 

**Conclusion:**  

[Summarize any action items or expectations from the recipients.] 

--- 

**Attachments:**  

[List any documents attached if applicable.] 

**CC:** [Names of others who should receive a copy]  

**BCC:** [Names of others you may want to inform confidentially]  

[Your Name]  

[Your Title]  

[Contact Information] 


