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[bookmark: _GoBack]Memo
To:	Person Person
From:	Person Name
Cc:	Optional
Date:	00/00/2018
Re:	Reason here[Opening – Get to the point in the opening paragraph. Keep things simple and short. Make it easy and fast to read.]
[Summary – Provide enough background so all readers understand the history, but again, keep it simple.]
[Conclusion – End with a call to action.]
CC: [Send copies to anyone affected by the memo.]

[image: TRCA_WordFooter_Letterhead]
2


image1.jpg
Toronto and Region

@\
< Conservation

Authority




image2.jpeg
T:416.661.6600 | F:416.661.6898 | info@trca.on.ca | 101 Exchange Avenue, Vaughan, ON L4K5R6 | www.trca.ca




