
BUSINESS MEMO TEMPLATE PACK

Mubshop.com · Personal and small-business use; please do not resell or share the files. 1

MEMORANDUM

To

From

CC

Date

Subject

Purpose: [one sentence stating the main point].

Details: [background, key facts, what has been decided].

Action required: [who does what, by when].

Attachments: [list, or delete this line]

Notes


