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MEMO



Extreme Travel Pty Ltd
TO:

YEAR 11 VBN
FROM:
MRS GRIGG
DATE:

13 FEBRUARY 2013
RE:

MEMO
As you can see this is a Memo that is used within the Extreme Travel Pty Ltd business.
The top part is always typed in CAPITAL LETTERS.

If you have to put in bullet points they must start on the margin in line with the typing above.
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You finish off the memo with your intials.
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