MEMORANDUM
MEMORANDUM		[Your Name]
		[Recipient Organisation]
	[Your Name]
	[Recipient Name]

	[Business Name]
	[Recipient Organisation]

	Phone: [Phone]
	Email: [Recipient Email]

	Email: [Email]
	

	[Date]
	

	Subject: [Subject]



Purpose
[The reason for this memo and what you need from the reader.]
Background
[The context the reader needs, such as previous work, decisions or information received.]
Discussion
[The main content: findings, options or analysis. Add Heading 2 subsections if needed.]
Recommendations
[What you recommend, and any actions, owners and dates.]
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