[Office or chapter][image: ]
INTERNAL CORRESPONDENCE
Memorandum
To   [Recipient or group]
From   [Name and title]
Date   [Month day, year]
Subject   [Decision or topic]
Recommendation
[State the decision or action requested in one or two sentences.]
Background
[Explain the relevant circumstances and identify the facts supporting the recommendation.]
Next action
[Name the person responsible, the action to complete, and the date for a response.]
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