MEMO
[bookmark: _Hlk141355194][Company Name]
	[bookmark: _Hlk141355202]ADDRESS: 
	[Complete Address]
	PHONE: 
	[Home Phone]

	EMAIL: 
	[Email Address]
	DATE
	[Date]


[bookmark: _Hlk141355241]To: 

[bookmark: Text5][RECIPIENT'S NAME]

[bookmark: Text1]RECIPIENT'S POSITION: [Position]

[bookmark: Text2]DEPARTMENT NAME: [Department]

[bookmark: Text3]COMPANY NAME: [Company Name]

[bookmark: Text4]ADDRESS: [Address]


FROM

[Sender Name]
[General Manager]

































Sub: [Subject of the Memo]
[bookmark: Text22]Dear [Recipient's Name],
[bookmark: Text18][bookmark: Text19]I am writing this memo to address [briefly describe the subject or purpose of the memo]. The purpose of this memo is to[provide context, highlight important information, or outline the issue].
Background/Context:
[bookmark: Text14][Provide relevant background information or context that the recipient needs to know.]
Key Points/Issues:
[bookmark: Text15][Detail the first key point or issue. Be concise but provide enough information for understanding.]
[bookmark: Text16][Detail the second key point or issue.]
[Detail the second key point or issue.]
Discussion/Recommendation:
[bookmark: Text20][Discuss the key points or issues and provide any necessary recommendations or solutions.]
Action Steps:
[bookmark: Text21][Outline the specific actions that need to be taken, including who is responsible for each action and any deadlines.]
you have any questions or require further clarification, please don't hesitate to contact me. Your prompt attention to these matters is greatly appreciated.
Best regards, 
[bookmark: Text11][Your Name]
[bookmark: Text12][Your Position/Title]
[bookmark: Text13][Company Name]
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