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Memo

To:
<name of facilitator>

From:
<name of student>

CC:
<instructor>

Date:
date (no later than end of Week 14)

Re:
Completion of cross-functional teaming procedure -- <skill-team topic>, <your specific topic/task>

Include the following brief statements (limit one page):

What did you learn? (topic/task)

What did you demonstrate to the facilitator, and when?

What did you share/transfer to other members of your design or skill team?

Names and signatures of at least two students who learned about the topic/task from you.
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