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                                                For information on improving your letters see 

                                                                         http://price.ou.edu/bcc/pdf/bcc_businessletter.pdf 

 

Memo Writing Checklist: 

 Check your letterhead 

 Sign your initials after your typed 

name on the “From:” line 

 Check date 

 Provide strong, clear subject line 

 Proofread for correctness 

Letterhead 

Header 

Introduction 

Body 

Conclusion 

Handwritten 

initials go 

here 

Don’t let the little 

things trip you up!   
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