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MEMORANDUM
	To
	[Name, position]

	From
	[Name, position]

	CC
	[Names]

	Date
	[Day Month Year]

	Subject
	[Subject]



Purpose
[One or two sentences on why this memo is being sent.]
Background
[Relevant context the reader needs.]
Recommendation
[Action requested]
[Action requested]
Next steps
[Who does what, and by when.]
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