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1. What is the definition of a memo?

2. What are the margins used to format a memo?

3. What are the four words used in the memo heading?

4. How should the words in the memo heading be formatted?

5. Which key should be used to align the information following the memo heading?

6. What should be the line spacing in the body of a memo?

7. When should the typist initials be included in a memo?
