Memorandum
To: 
[Click here and type name]

cc: 
[Click here and type name] [Be sure to delete if not using]

From: 
[Click here and type name]

Date: 
[current date will be inserted automatically]

Re: 
[Click here and type subject]

This template is only one among many provided by software companies. It contains the necessary elements for the heading: To, From, Date, Subject (Re), along with a cc notation.

The order in which these elements are placed can vary. In fact, some companies now put Subject first because seeing that information is more important to the recipients than reading their own names. The entries following the guide words should be blocked at the left and clear the longest guide word by at least two spaces.

