
Memorandum

 

TO: Insert name of recipient.                       

     Insert title.                       

     Insert BJN.                       

     Insert mail code.                       

 

FROM: Insert name of sender as it appears in Outlook.                       

     Insert title/division.                       

     Insert mail code.                       

 

SUBJECT: FEDERAL TAX INFORMATION TRANSMITTAL                      

 

DATE:                            

 

Please acknowledge receipt of this information within five work days of the date of this memo. Please respond via e-mail. 
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