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Date (right flushed)
(Three blank lines)
   (May decrease to one or two blank lines, if necessary, to fit on one page)

MEMORANDUM *
(One blank line)
TO:		XXXXXXXX
		(Title and organization, if applicable)
(One blank line)
SUBJECT:	XXXXXX XXX XXXXX XXXX XX X XXX XXXXXXX XXXX 		XXXXX XXXX XXXXX XXXXX XX
(Two blank lines)

	Paragraph, single-spaced, with ½” indented first lines and justified margins.
XXX XXX XXXX XXXXX XXXXX XXXX XXXXX XXX XXXX XXX XX X XXXXX XXXXX XXXXX XXXX XXXX XXX XXXXX XX.
(One blank line between paragraphs)
	XXXXXXX XX XXXXX XX X XXXX XX X X XXXX XXX XX.

					(Three blank lines for signature)

					John Sharp (indented 2-1/2” from left)
					Chancellor
(One blank line)
typist’s initials in lower case
file name notation (in 9 point type)
Enclosure or Attachment (Enclosed within an envelope vs. attached with a paper clip or staple)
cc:	Dr. X.X. XXX	  (List names in descending order of organizational ranking,
	Mr. X. XXX	   and/or alphabetically within individual ranking)
	Ms. XXX XXXX

*If memo is addressed to “Members, Board of Regents,” memo number must be obtained from
   the Board Office.  MEMORANDUM line would then read:

MEMORANDUM NO. (Insert assigned number from Board Office)


MEMO STYLE
Margins
Top ~ 1.7”, Bottom ~ 1”
Left ~ 1.04”, Right ~ 1”
(Adjust top margin, accordingly, to pleasingly position memo on page)
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