interoffice memorandum
	to:
	ACC 

	from:
	Your Name

	subject:
	INTRODUCTORY MEMO

	date:
	September 12, 2021
	
	

	
	


In a memo, please address the following:
Please include your name……  
If you wish, please include information that YOU think will help me understand why you enrolled into this class such as: 
Upon completing this class, I would like to accomplish……
My work experience (if any) and the highlights of my work experience (if any) include…
I may be interested in pursuing the following designations in the field of accounting….
I do not have any work experience but I would like to pursue…..

Please feel free to include less or more information. If you wish, please feel free to include any information which you would believe distinguishes you for others.


