Memo
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
Memo details
To: [Recipients]
From: [Author]
Date: [Date]
Subject: [Specific topic]
Decision and reason
Starting [Date], we will [Change]. This addresses [Observed problem]. The change applies to [Scope]; [Exceptions] remain unchanged.
Required action
Please [Action] by [Date]. [Owner] will provide [Support or materials]. Send questions to [Contact]. We will review the process on [Date] using [Measure].




