MEMO
	To
	[Names, or the team]

	From
	[Your name and role]

	Date
	[Date]

	Subject
	[What this memo is about]



Say in the first sentence what has changed or what you are asking for, so a reader who stops there still knows.
Background
Give only what the reader needs to understand the change: what happened, and why it matters to them.
What happens now
· [What changes, and from when]
· [What each reader needs to do]
· [Who to ask about it]
Thank you.
