
		May 18, 2020
Memorandum
To:	Officer John Doe
From:	
Date:	5/18/2020
Re:	
[bookmark: _GoBack]Purpose: [State the reason for this memo.  Include the facts and observations described in the Situation of the assignment instructions.]
Explanation: [Articulate why the officer needs change his behavior]
Plan of Action: [Outline actions that the officer will do after receiving the memo.  The actions must be specific enough to modify the officer’s behavior and include a specified timeline for implementation and assessment.]
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