M E M O R A N D U M
To: 
  

From: 
  Group _________

Date: 
  September  , 2016
Subject:  

Introductory paragraph—sets the context. [Can be short.]
Trigger for the memo (situation that surfaces or illustrates) the problem is…
The appropriate standard or principle for viewing this example is…

The recommended solution is….

The reasons that this can be expected to work are…

The anticipated benefits are

The next steps are…

REFERENCES

Shouldn’t need these, but APA format if you do. That’s (author, year) in the text and author, year, name of article (only if it’s an article), name of book or journal (in italics). Publication city & publisher (if book). 
