
   
 

 
                                 Samtse College of Education  

Royal University of Bhutan  
  

Internal Memo  
  

  
From: ………………………………………                                     Date: …………………….  
  
To: ………………………………………....  
  
Dear Sir/Madam,  
  
I draw your attention to the following for immediate action  
  
1……………………………………………………  
  
2……………………………………………………  
  
3……………………………………………………  
  
4……………………………………………………  
  
5……………………………………………………  
  
6……………………………………………………  
  
7……………………………………………………  
  
8……………………………………………………  
  
9……………………………………………………  
  
10…………………………………………………..  
  
   
Signature                                                       
  
Name: …………………………………..  
  
Copy to: President  

 


