
SUBJECT

FOLD

REPLI-MEMO

To:

DATE DEPARTMENT

From:

INSTRUCTIONS TO SENDER

1. DETACH YELLOW 2. SEND WHITE AND PINK PARTS
COPY TO PERSON ADDRESSED

INSTRUCTIONS TO ADDRESSEE

1. WRITE REPLY 2. DETACH STUB, RETAIN WHITE COPY
AT BOTTOM AND RETURN PINK COPY TO SENDER

R E P L Y

DEPARTMENT: SIGNED:

SIGNED:

DATE OF REPLY REPLY TO

M E S S A G E

ADDRESSEE’S COPY
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