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MEMORANDUM
TO: [First Name and Last Name]
FROM: [Your First Name and Last Name]
DATE: [Add Month, Day, Year]
SUBJECT: Trends in the [Fill in relevant term(s) here] Industry 
Introduction [One paragraph]
In your first paragraph, introduce your industry and identify the top three trends your research has uncovered. Your final sentence should be a transition that leads into the body of your memo.
Discussion of three trends [Three paragraphs--one per trend]
In this section, introduce and briefly discuss each of the three top trends in its own paragraph. Explain how each is new to the industry and what that portends for the industry. The final sentence of each paragraph should lead into the first sentence of the next paragraph. Throughout each paragraph, include a parenthetical citation (Author’s last name, year of publication) at the end of every sentence that includes words, ideas, or data from an outside source.
Conclusion [One paragraph]
Based on the above discussion of three trends, this section will wrap up with conclusions about the trends and their impact on the industry.  You may want to discuss areas of uncertainty that require further research.  Do not introduce anything new here but make focused conclusions about the trends based on your synthesis of the ideas from your resources and your own thoughts. 
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