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Memo

From:
MACROBUTTON NoMacro [Click here and type Project Manager's name]
To:
MACROBUTTON NoMacro [Click here and type all receipients by name]
Date:
12/14/2001
User Requirements Document Target Completion Notice

The User Requirements Document (URD) will be completely finished and delivered for sponsor sign-off on [14-Dec-01]. 
MACROBUTTON NoMacro [Click here and type Project Manager's name] will serve as Project Manager of the project code-named Marvel and will be responsible for ensuring that the URD is completed on time.

Sincerely,

MACROBUTTON NoMacro [Click here and type Project Sponsor's name]
CC:
MACROBUTTON NoMacro [Click here and type all involved department heads, listed by name.]
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