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Month Day, 2XXX





To: Mr. John Smith


From: Marlene Miller





Re: Template for Memorandum








Templates for Collin College Memorandum are available on the Collin College intranet. These templates should be used when composing a memorandum to ensure that Collin College graphic standards are consistently met. The templates can accommodate single- and multiple-page memos. The margins of each template and the position of the logos have been set to adhere to the graphic standards. These settings have been protected and cannot be altered.





The template includes a logo that will print on the finished document.
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