
Request Memo Template

[Your Company/Organization Letterhead]

[Date]

[To: Name of Recipient]
[Title/Position of Recipient]
Company/Organization Name, if applicable]

[Address]

[Subject: Brief Description of the Request]

Dear [Recipient's Name or Title],

I am writing to formally request [specific action or item] on behalf of
[Your Department/Division/Team/Name]. The purpose of this request is [provide brief
explanation or context].

[Provide additional details about the request, such as why it's necessary, any relevant
background information, and any deadlines or timeframes that need to be considered.]

[If applicable, include any supporting documents or references that provide more
information about the request.]

We believe that fulfilling this request will [state the anticipated benefits or outcomes].

Please let me know if there are any further details required or if you need clarification on
any aspect of this request. We appreciate your attention to this matter and look forward
to your prompt response.

Thank you for your consideration.

Sincerely,



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

Instructional Memo Template

[Your Company/Organization Letterhead]

Date: [Insert Date]

To: [Recipient's Name/Department]

From: [Your Name/Department]

Subject: [Brief and Clear Subject of the Memo]

Dear [Recipient's Name/Department], I am writing to provide you with instructions on
[specific task or topic]. Please review the following guidelines carefully to ensure
successful completion:

1. [Instruction 1]: [Provide detailed instruction or step-by-step guide] - [Sub-step or
additional information if necessary]

2. [Instruction 2]: [Provide detailed instruction or step-by-step guide] - [Sub-step or
additional information if necessary]

3. [Instruction 3]: [Provide detailed instruction or step-by-step guide] - [Sub-step or
additional information if necessary]

[Continue with additional instructions as needed]

Please note the following points: -

[Any important reminders or points to emphasize] -
[Additional resources or contacts for assistance, if applicable]

If you have any questions or require clarification on any of the instructions provided,
please do not hesitate to contact [Your Name/Department] at [Your Contact Information].



Thank you for your attention to this matter.

Sincerely,

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

Policy Change Memo Template

[Your Company/Organization Logo]

[Date]

MEMORANDUM

To: [Recipient(s)]

From: [Your Name/Title]

Subject: Policy Change: [Title of Policy Change]

Date: [Effective Date of Policy Change]

Purpose:

The purpose of this memo is to inform you of a new policy change that will be
implemented within [Company/Organization Name]. This change is intended to [briefly
explain the rationale behind the policy change].

Policy Change:

[Describe the policy change in detail. Provide background information, rationale, and
any relevant details regarding the change. Be clear and concise, and address any
potential questions or concerns that recipients may have.]



Key Points:
● [List any key points or highlights of the policy change for easy reference.]
● [Add any important deadlines, if applicable.]
● [Include any actions that recipients need to take in response to the policy

change.]
Impact:

[Discuss the potential impact of the policy change on employees, departments, or
operations. Address any anticipated challenges and how they will be managed.]

Communication Plan:

[Outline how the policy change will be communicated to relevant stakeholders, including
employees, managers, and other affected parties. Specify the communication channels
and timeline for dissemination.]

Feedback:

[Encourage recipients to provide feedback or ask questions regarding the policy
change. Provide contact information or instructions on how to submit feedback.]

Conclusion:

We believe that this policy change will [state anticipated benefits or improvements]. Your
cooperation and support in implementing this change are greatly appreciated. If you
have any questions or concerns, please do not hesitate to reach out to [contact
information].

Thank you for your attention to this matter.

Sincerely,

[Your Name/Title]

Meeting Agenda Memo Template

[Your Company/Department Logo or Letterhead]



[Date]

MEMO

To: [Meeting Attendees]

From: [Your Name/Position]

Subject: Meeting Agenda for [Meeting Date]

Dear [Meeting Attendees], I would like to bring to your attention the agenda for our
upcoming meeting scheduled for

[Meeting Date]. Your attendance and participation are highly appreciated. Date:
[Meeting Date] Time: [Meeting Time]

Location: [Meeting Location or Virtual Meeting Link]

Agenda:

Opening and Welcome

● Introductions, if necessary
● Purpose of the meeting

Review of Previous Meeting Minutes
● Discuss any action items from the previous meeting
● Vote on approval of minutes, if applicable

[Main Agenda Item 1]
● [Subtopic 1]
● [Subtopic 2]
● [Subtopic 3]

[Main Agenda Item 2]
● [Subtopic 1]
● [Subtopic 2]
● [Subtopic 3]



[Main Agenda Item 3]
● [Subtopic 1]
● [Subtopic 2]
● [Subtopic 3]

Any Other Business (AOB)
● Any additional items not previously mentioned
● Open floor for discussion or questions

Next Steps and Action Items
● Assign tasks/responsibilities
● Set deadlines for completion
● Clarify expectations

Closing Remarks
● Thank attendees for their participation
● Confirm date, time, and location of next meeting, if applicable

Please come prepared to discuss the agenda items outlined above. If you have any
additional items you would like to include in the agenda, please inform me at least
[specify time frame, e.g 48 hours] prior to the meeting.

If you are unable to attend, please inform me as soon as possible.

Thank you for your attention to this matter. I look forward to our productive meeting.

Best regards,
[Your Name]
[Your Position/Department]
[Your Contact Information]

[Optional: Attach any relevant documents or materials to the memo if needed]



Office Closure Memo Template

[Your Company Logo/Header]

[Date]

[To: All Employees]
[From: [Your Name/Position]]

[Subject: Office Closure Announcement]

Dear Team, I hope this message finds you well. I am writing to inform you that due to
[reason for closure: e.g., renovations, maintenance, holiday, etc.], our office will be
closed on [dates of closure].

During this period, all operations will be temporarily suspended, and employees are not
expected to report to work. We kindly ask that you plan your work accordingly to ensure
that all pending tasks are completed before the closure dates.

Please note the following details:

● [Additional instructions, if any, regarding access to the office or remote work
arrangements]

● [Emergency contact information in case of urgent matters]
● [Expected date of resumption of normal operations, if known]

We understand that this closure may inconvenience some of you, but it is necessary to
[explain reason for closure, e.g., ensure workplace safety, improve facilities, etc.]. Your
cooperation and understanding during this time are greatly appreciated.

If you have any questions or concerns regarding the closure, please do not hesitate to
contact [contact person's name] at [contact information].

Thank you for your attention to this matter.
Best regards,



[Your Name]
[Your Position]

[Your Contact Information]

PTO Policy Change Memorandum

[Your Company Logo or Letterhead]

[Date]

Memo

To: All Employees

From: [Your Name/Title]

Subject: Changes to Paid Time Off (PTO) Policy

Dear Team, I hope this message finds you well. I am writing to inform you about some
important updates regarding our company's Paid Time Off (PTO) policy.

[Provide a brief introduction explaining the reason for the policy change. For example:
"As part of our ongoing efforts to ensure fair and consistent policies across the
organization, we have reviewed our existing PTO policy and made some necessary
adjustments to better align with the needs of both our employees and the company."]

Key Changes:

● Accrual Rates: [Detail any changes in how PTO accrues, whether it's increasing,
decreasing, or remaining the same. For example: "Effective [Effective Date],
employees will now accrue PTO at a rate of [New Accrual Rate] hours per [Time
Period]."]

● PTO Usage: [Explain any modifications to how PTO can be used. For instance:
"We have streamlined the process for requesting PTO, and employees are now



required to submit their requests at least [Notice Period] days in advance, except
in cases of emergency."]

● PTO Carryover: [Specify any adjustments to the carryover policy for unused PTO
hours. For instance: "Starting from [Effective Date], employees will be allowed to
carry over a maximum of [New Limit] hours of unused PTO into the next calendar
year."]

● PTO Payouts: [If applicable, mention any changes to the procedure for cashing
out PTO upon termination or at the end of the year. For example: "Employees will
now have the option to receive a payout for up to [Percentage] of their accrued
but unused PTO hours at the end of each calendar year."]

We believe these changes will enhance transparency, fairness, and flexibility in
managing your time off while also supporting our company's objectives.

Please take the time to review the updated policy, which will be available in the
[specified location, e.g., employee handbook, company intranet]. If you have any
questions or concerns regarding these changes, please do not hesitate to reach out to
[contact person or department].

Thank you for your attention to this matter and your continued dedication to our
company's success.

Sincerely,

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


