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Date of Next PIP, ex: 08/15/11

	MEMO
	

	
	

	to:
	Group to whom memo is targeted

	from:
	Your name and title

	subject:
	What PIP is about

	date:
	Date of next PIP ex: August 15, 2011


Content of PIP memo goes here … Arial 10 is the standard font.  Use this as a template by highlighting the existing text and replacing it with your own content.
The “Repeat subject here” is a text box using Times New Roman 13pt bold italic
Repeat subject here








