
Memo 

Date: [Insert Date] 

To: [Association Members] 

From: [Your Name] 

Subject: Renovation of Association Premises 

Dear Members, 

We are excited to announce that the renovation of our association premises will commence on 

[start date] and is expected to be completed by [end date]. This project aims to enhance our 

facilities and provide a better experience for all members. 

The renovation will include: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 

Please be advised that during this period, access to certain areas may be restricted. We appreciate 

your understanding and cooperation as we work towards improving our space. 

If you have any questions or concerns, please do not hesitate to reach out. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Association Name] 


