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LAS POSITAS





M E M O R A N D U M

Date:
month  date, year
To:
Name, Title
From:
Your name and title
Re:
Your name
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Body of memo
[NOTES:

· Memos are used for within District communications; letterhead is used for outside the District

· No need to do a closing on a memo, just put your initials beside your name in the “From” line

Initials of typist

