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To: <recipient(s)>
From: Robert Hanks
cc: 
Date: 08/05/12
Subject: <subject of memo>

We would like to take this opportunity to announce that <employee name> <description of achievement.>

We are very proud to have the talented person who <more praise> <Optional details on the value of the accomplishment.>

Please join me in congratulating <first name> on a excellent accomplishment!
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