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28 April 2006
Memorandum
To: 

From:

Cc: 

Re: 

[Insert Introduction Paragraph, state important information first]

[Insert Body Paragraph(s)]

[Insert Closing, be sure to include contact information]  
(ex. If you have any further questions, please feel free to contact our advisor, (name)advisor during normal work hours at (phone number), or in the evening and weekends at (evening phone), or via electronic mail at (email address).)

Sincerely, 

[Print out and sign here]

[Your name and contact information below signature]
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