
Business Memo Template

Background & Context

Introduction

Key Information / Main Message

Action Items & Next Steps

Closing & Additional Information

[Start with a brief introduction that states the purpose of the memo. This should be 1-2 sentences

that quickly inform the reader of the main point.]
 

[Provide necessary background details to give the reader context. Keep this section concise but
informative. If applicable, include relevant data, key insights, or any necessary explanations to

support your message.]

 

[This section should be the core of the memo, where you present important details, updates,
or decisions. Keep it clear and direct, using bullet points or subheadings for readability

if needed.]

[List any action items, responsibilities, or deadlines. Clearly indicate who is responsible for
each task.]

 

[End with a brief conclusion, summarizing the key points. Include any �nal thoughts, a call
to action, or appreciation. Mention any attachments or supplementary documents for

reference.]

 

To: [Names of recipients]
From: [Your name]
Date: [Month, Day, Year]
Subject: [Clear and concise subject line]

Best,

[Your Name]
[Your Job Title]

[Task Name] – [Person/Team responsible] – [Deadline]

[Task Name] – [Person/Team responsible] – [Deadline]

Action Items &
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