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Memorandum
To: [Recipient name(s) or group, e.g., All Building Principals]
From: [Your name, title]
CC: [Names or "None"]
Date: [Month Day, Year]
Subject: [One clear line that says what this memo is about]
Purpose
[State in one or two sentences why you are writing and what you need the reader to know or do. Put the most important information first.]
Background
[Give the context the reader needs. Keep paragraphs short. Use a bulleted list for parallel facts or a numbered list for steps that happen in order.]
1. [Key fact or decision]
1. [Key fact or decision]
1. [Key fact or decision]
Action Requested
[Say exactly what you need, who needs to do it, and by when.]
1. [Action step] by [date]
1. [Action step] by [date]
Questions
Contact [Name], [Title], at [Phone] or [email@district.org].
Attachments: [List attachments, or delete this line]

Template note: Delete this note before sending. Headings, lists, and the bold labels above are real Word styles, so screen readers can navigate them. Keep using Heading 2 for new sections. Do not add text boxes or use spaces or tabs to line up text.
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