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INTERNAL MEMO
	ATTENTION
	Insert name

	SENDER
	Insert sender’s name

	DATE
	Insert date

	SUBJECT
	Insert subject title



Dear [insert name],
Body copy (Arial, 9pt, black)
Heading 4.2 
Bullet 1.1 (Arial, 9pt, black)
Bullet 1.2 (Arial, 9pt, black)

Numbered list 1.1 (Arial, 9pt, black)
Lettered list 1.2 (Arial, 9pt, black)
Romanette list 1.3 (Arial, 9pt, black)


[Page Number Option – delete if not relevant] DOCUMENT TITLE | 1

[Insert Faculty/School/Centre/Department/Unit] 
[Insert Address]
T: +61 3 [xxxx xxxx]
E: [Insert email address] 
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