MEMORANDUM

[Type yoear email]

[T ywoior addmesx]

T ol Do FamiDeT]
[Tope yoaar webs ]

[Company name]

T [Recipient names]
i Name h=n=

= [R=cipiznt namex]
i [Pick the dat=]

re [Subject]

e Start wiriting your mama
Select tent you woukd fike toreplace, and type pour memo. Use styles such
a5 Heading 1-3 and Body Textin the Style contmd on the Formatting toodbar.

T sawe changes to this template for future use, choose Save As from the R
menu. In the Sgee Az Type bax, choose Document Temphte. Nexttime you
want to use it, chaose Mew from the File menw. and then double-cick your
template=.



