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Memo

From:
MACROBUTTON NoMacro [Click here and type name]
To:
MACROBUTTON NoMacro [Click here and type name]
Date:
12/14/2001
Sponsor Formalization Letter

I MACROBUTTON NoMacro [Click here and type sponsor name] have agreed to sponsor the project code-named Marvel.  I understand my responsibilities to this project are as follows:

· I will be the representative for the project to peer / upper management.

· I will appoint a Project Manager to manage the project.

· I will be the focal point for project decisions that are beyond the Project Manager’s scope of authority.

· I will approve/disapprove the scope and objectives, including schedule and budget.

· I will provide strategic direction as well as approve project changes

· I will apply resources to the project as deemed necessary by the Project Manager.

Sincerely,

MACROBUTTON NoMacro [Click here and type sponsor name]
CC:
MACROBUTTON NoMacro [Click here and type all involved department heads, listed by name.]
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