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0 Mocharinto Food Corporation

Official Memo

All Mocharinto Food Corporation workers
Yugin Feng, Human Resources Head

MM/DD/YYY'Y

Updated Office Hours

Please note the change in our office hours due to daylight savings time [DST). We will be maoving it up two
hours until the DST ends.

+ Monday to Friday: 7 AM to 4 PM
+ Saturday: 8 AM to 5 PM

Flease see your department heads or project managers for any concems

MOCHARINTO FOOD CORPORATION 123 ANYWHERE 5T., ANY CITY 5T 12345

123-458-7880 WWW REALLYGREATSITE.COM

BRIARD BANK

154 ]

123 Anwvwheare St

To: Dr. Jasmine Pedraza
From: Ms. Juliana Silva

Date: MM/DD/YYYY

Subject: Primary Investor Meeting Reminder

Memos are documents for communicating with people within businesses and offices. They often contain short
messages and announcements formatted according to a certain style that the company has determined.

If you're writing your own, it's best to remember the purpose of your memo. Like letters, there are plenty of
reasons behind writing a memo. They can be used to deliver information, make a request, respond to questions,
propose solutions to problems, or present brief reports. Memos often begin with a set number of text fields to
identify the recipient’s and sender’'s names, the date, and the subject.

As with most letters, their contents follow a simple three-part format: introduction, body, and conclusion. You
can start by telling your recipient why you're writing them a memo, then continue filling the next few paragraphs
with your main thoughts. Summarize them, if needed, by the end of your message.

OFFICIAL

ASTRAEUS FITNESS M E M o

To: Staff Fitness Trainers
From: Murad Masser
Date: MM/DDYYYY

Subject: Revised Training Protocols

Memaos are documents for communicating with people within businesses and offices. They
often contain short messages and announcements formatted according to a certain style that
the company has determined. If you're writing your own, it's best to remember the purpose of
your mema. Like letters, there are plenty of reasons behind writing a memao

They can be used to deliver information, make a request, respond to questions, propose

fields to identify the recipient’s and sender's names, the date, and the subject.

123 arpwhere St nelloreallygreatsite.com

Any City 5T 12345 wenwraallygreatsite.com

Official Memo

XUl Team
Saira Kohli
MM/DDAYYYY

Updated Work From Home Guidelines

Due to the increasing number of infected cases in the city, we are extending our work-from-
home setup until further notice.

Please reach out to our office facilities if you need any equipment from the office. We will
arrange a delivery for you as soon as possible.

We are on flexi-time, but please ensure you are online and on time for meetings. Coordinate
with your teams to create timelines especially if you have projects that are urgent.

We are here for you. Stay safe.

Weisenham Tech Solutions
+123-456-7890
123 Anywhere St., Any City, ST 12345
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Official Memo
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FROM Drew Feig
MM/DDAYYYY
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We are happy to announce the list of books Legend Books & Publishing is releasing this winter. Many

thanks to the agents, editors, artists, and everyone who made this all possible.

e Before You Go by Chi Banh

o From the Diary of Rosy Williams by Chun Her kKim
Everything You Said by Amal Maalouf \
The Tale of Monster Falls by Schastian Bennen \ ,

Homw Nelfy Saved the Cirens by ltsuka Takahashs

We have mvited the authors to join our Thanksgiving party to cele given in a separate

memao, 1 hank you for all vour hard work.

CONTACT F123-456-TR90

ADDRESS 123 Anywhere St., Any City, ST 12345

Aimsphere

Official Memo

Write a clear and straightforward internal note for your team

TO All Employees

FROM Keith Johnson

DATE MM/DD/YYYY

SUBJECT Urgent Meeting

Viessage

A memorandum is a note, document, or other communication tool for recording events or

observations about a topic. The plural form of the Latin noun memorandum is memoranda. But
since the word is deemed to have become a word of the English language, the plural
memorandums, abbreviated to memos, can be used.

A memorandum can have a number of formats. It may have a format that is specific to an office
or institution, as it is typically used in business settings. In law, specifically, a memorandum is a
record of the terms of a transaction or contract. An example of this includes a policy memo, a
memorandum of understanding, a memorandum of agreement, or a memorandum of
association,

CONTACT +123-456-7890
www.reallygreatsite.com

123 Anywhere 5t., Any City, 5T 12345
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BOOKS &
PUBLISHING

TO All employees
FROM Drew Feig

DATE MM /DD /YY

UBJECT Winter Books Release & Thanksgiving Party

We are happy to announce the list of books Legend Books & Publishing is
releasing this winter. Many thanks to the agents, editors, artists, and everyone
who made this all possible.

- Betore You Go by Chi Banh



