Sample Memo

Blank Memo (for use in role play)


MEMORANDUM


TO: Mick Sturbs


DATE: 1 April 09


FROM: Bob Frapples


SUBJECT: TEAM MEETING - 1400 hours 9 APRIL 09


MESSAGE


There has been a change of venue for the above meeting.


It will now take place in the Imperial Building, in Room S212


on the second floor. A new agenda will be sent to you


this week.


Bob








MEMORANDUM


TO: ………………………………….


DATE: ………………………..


FROM: …………………………….


SUBJECT: ………………………………………………………………………


MESSAGE:


……………………………………………………………………………………………….


……………………………………………………………………………………………….


……………………………………………………………………………………………….


……………………………………………………………………………………………….


……………………………………………………………………………………………….











