
memo	  

	  

[Company	  name]	  

To:	   [Recipient	  names]	  

From:	   Laurel	  Yan	  

CC:	   [Recipient	  names]	  

Date:	   [Pick	  the	  date]	  

Re:	   [Subject]	  

Comments:	  
	  

[Your	  comments]	  
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