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MEMORANDUM
	To:
	[Supervising lawyer, role]

	From:
	[Author, role]

	Date:
	[Date of this version]

	Re:
	[Client / matter number]: [the precise legal question]



QUESTION PRESENTED
[Under [law], does [party] [act] when [material facts]?]
BRIEF ANSWER
[Yes / No / Probably. The main reason, and the most important uncertainty.]
STATEMENT OF FACTS
[The facts that matter, in order. Source for each material fact: document, page or paragraph. Separate verified facts, disputed points, assumptions and what is still missing.]
DISCUSSION
Repeat the block below for each issue, with a sub-heading per issue.
Issue: [Question to resolve]
Rule: [Authority, pinpoint citation, jurisdiction, date checked]
Application: [Apply the rule to these facts, including the facts that cut the other way]
Counterargument: [The strongest competing reading and its weight]
Conclusion: [Provisional answer on this issue and what remains uncertain]
CONCLUSION AND RECOMMENDATIONS
[Answer per issue, then the recommended course of action, the risk of each option, and the information still needed.]
NEXT STEPS AND REVIEW
[Further research or documents required, owner, target date]
[Reviewer comments and approval status]
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