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My informarion:
My name is Amanda, I am a senior student in T university. (You don't need to know the full name, just write it like this, I will add it later) . My major is financial management, this course is business communication. I want to apply for postgraduate studies in the United States. I am currently preparing for GMAT and IELTS. Language and learning are more difficult. This should be my obstacle. Please extend according to these.
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* Written internally
* More formal than email
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* Meant to share factual, problem-related info;
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* Being replaced by email




image2.png
Memo Format

Memo

T Mathew Lenoghan,Prsent
From: Payton Kubicek, Public Relations K
Go: Kathleen Lonsghan, i

Dae: oy 12018

Re: May Meeting of Plant Safety Comittee

s we agreed at the March 30 meeting of the Plant Safety
‘Committee, we will meet again on May 12.1 am requesting agend tems.
‘and meeting suggestions from each (etc)




