MEMORANDUM
To:	All Team A Project Members
From:	John Smith, Project Manager
Cc:	Team B and C Members
Date:	May 1, 2009
Subject:	New Project Deadline
The deadline for our project has changed. All scheduled work must be completed by next Thursday.
If you cannot meet this deadline, please contact me immediately. Members of Teams B and C may be available to help complete the Team A project.
If we all work on this together, we can get this project done!
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