MEMORANDUM

TO:	[Recipient name and title]
FROM:	[Your name and title]
DATE:	[Month Day, Year]
CC:	[Additional recipients, if any]
SUBJECT:	[Clear, specific subject line]

Replace the bracketed text above and the body below with your content. Delete this instruction line before sending.
State the purpose of this memo in the first sentence. Be direct. Your reader should know exactly why they are reading this before the end of the first paragraph.
Use this section to provide the background or context your reader needs. Include only what is relevant. If they need supporting data, reference it here and attach it separately rather than cluttering the memo.
Key Points
Organize the details into clear sections when your memo covers more than one topic. Use headings to help readers scan quickly. Each section should cover one idea and be as short as you can make it without losing clarity.
Action Required
End with what you need from the reader. Be specific about who needs to do what, and by when. If no action is needed, say so. A memo without a clear next step is a memo that gets filed and forgotten.


MEMORANDUM

TO:	All Employees
FROM:	[Department Head / HR Director]
DATE:	[Month Day, Year]
SUBJECT:	[Policy Name] — Updated Effective [Date]

This template is structured for policy updates. Adapt the sections to fit your specific policy change. Delete this line before sending.
This memo announces an update to [policy name], effective [date]. The change applies to [who it affects]. Please read the details below and direct any questions to [contact person/department].
What Changed
Describe the specific change clearly. State what the old policy was and what the new policy is. Avoid jargon. If the change is complex, break it into numbered points.
Why
Briefly explain the reason for the change. People follow policies more willingly when they understand the reasoning. Keep this to two or three sentences.
What You Need to Do
List any actions employees need to take, with deadlines. If no action is required beyond awareness, say that clearly.
Questions
For questions about this policy update, contact [name] at [email/extension] or visit [resource link].


MEMORANDUM

TO:	[Meeting Attendees / Department]
FROM:	[Your name]
DATE:	[Month Day, Year]
SUBJECT:	[Meeting Name] — Summary and Action Items

Use this template to distribute meeting outcomes. Focus on decisions and action items, not a play-by-play of the discussion. Delete this line before sending.
This memo summarizes the key outcomes from the [meeting name] held on [date]. Attendees: [list names or reference attachment].
Decisions Made
List each decision clearly. Number them if there are more than two. For each decision, note who has authority and any conditions or limitations agreed upon.
Action Items
	Action Item
	Owner
	Due Date

	[Describe the task]
	[Name]
	[Date]

	[Describe the task]
	[Name]
	[Date]

	[Describe the task]
	[Name]
	[Date]



Next Meeting
[Date, time, location, or TBD]. Agenda items to carry forward: [list any unresolved topics].
