
[Your Company Letterhead]

MEMORANDUM

To: [Recipient's Name/Department]
From: [Your Name/Department]
Date: [Date]

Subject: Formal Request for [Specify Request]

Dear [Recipient's Name/Department],

I hope this message finds you well. I am writing to formally request [Specify Request]. This
request is essential for [Briefly explain the importance and potential benefits].

Attached is a detailed proposal outlining the specifics of the request, including [Details,
supporting data, and relevant information].

Should you have any questions or require further information, please do not hesitate to reach
out to me. Your prompt attention to this matter is greatly appreciated.

Thank you for your cooperation.

Best regards,

[Your Name]
[Your Position/Department]
[Your Contact Information]


