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Memorandum





to:	� MACROBUTTON NoMacro [Click here and type name] �


from:	� USERNAME   \* MERGEFORMAT �Naveed Ahmed�


subject:	� MACROBUTTON NoMacro [Click here and type subject] �


date:	� CREATEDATE  \@ "MMMM d, yyyy"  \* MERGEFORMAT �October 26, 2016�


cc:	� MACROBUTTON NoMacro [Click here and type name] �











How to Use This Memo Template





Select text you would like to replace, and type your memo. Use styles such as Heading 1-3 and Body Text in the Style control on the Formatting toolbar.


To save changes to this template for future use, choose Save As from the File menu. In the Save As Type box, choose Document Template. Next time you want to use it, choose New from the File menu, and then double-click your template.








Date: DD/MM/YYYY





�MACROBUTTON DoFieldClick [Company Name]�, �MACROBUTTON DoFieldClick [Street Address]�, �MACROBUTTON DoFieldClick [City, ST  ZIP Code]�


�MACROBUTTON DoFieldClick [Web site]�   �MACROBUTTON DoFieldClick [e-mail]�   �MACROBUTTON DoFieldClick [phone]�





Company Name






































