interoffice memorandum
	to:
	Recipient Name
	from:
	Your Name
	subject:
	Enter Subject
	date:
	Enter Date
	CC:
	cc Name

I am writing this memorandum to inform you about new office timings from [00:00] to [00:00].
[bookmark: _GoBack]The new timings will be effective from tomorrow dated [DATE] onwards. Everybody is instructed to follow these timing. 
Sincerely,

[Company Name] [City State ZIP Code] [Phone] [Email] [wordexceltemplates.com]
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