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Subject: Formats

Body:

Could you select a two-page memo from the files that will serve as our format model? Let's take that memo 

and write comments at appropriate places -- such as "MEMORANDUM is 14-pitch"; do not indent paragraphs; 

double space between paragraphs; sign your name to final; deliver original to Noelle and copy to Jeremy; 

include file number; include document address; etc.
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