
Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Delivery of Diplomatic Memorandum 

Dear [Recipient's Name], 

I am writing to formally deliver the attached diplomatic memorandum regarding [brief 

description of the subject]. This memorandum outlines [key points or purpose of the 

memorandum]. 

Please find the memorandum attached for your consideration. Should you require any further 

information or clarification, do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


