
 [D E P A R T M E N T   L E T T E R H E A D] 
 
 
 
 
 

MEMORANDUM: 
 
TO:  [Name], Chairman, Board of County Commissioners 
 
THRU: [Name], County Administrator                                                                         

   
FROM: [Director or Designee Name], [Department] 
 
DATE: [Date] 
 
RE:  [Subject] 
 
 
    [DESCRIBE THE BACKGROUND LEADING UP TO THE EMERGENCY PURCHASE] 
 
 
 
 
 
 
 
 
 
c:   
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